“3 SAMACOM
' FALL-WINTER 2011

ALOG of BOOKS




FALL-WINTER 2011
CATALOG of BOOKS

New Titles ...... ... . .. . . . . . 2
Backlist ........ .. .. . . 18
AuthorIndex ......... .. .. .. ... .. .. ... ... ... ... .. 37
TitleIndex ......... ... ... . . . . 40

Sales Representatives, International Distributors,

and Amacom Sales Office Contacts ................ 43
Order Form . ....... .. i 44
Ordering Information ................ inside back cover

AMACOM, a division of the American Management Association,
publishes books on business, management, career growth,
current events, technology, personal finance, real estate,
and self-help. AMACOM books help readers enhance their
personal and professional growth and reach into the future
to understand emerging trends and cutting-edge thinking.



NEw TITLES

Zresjthing Yo Meexd 1z Browa B3 Gief Your
ok PLE e and Make Sure 1 Selis

NOVEMBER 2011 e Writing / Publishing
Hardcover ® 6Ys x 9Ya ® 224 pages
978-0-8144-2018-8

U.S. $19.95

o B el Bty e o B 0 i e e e el o e =
— i Pl Rl ] e it G iy oo el i ¢ e L o

mt)OB

SEARCH
SOLUTION

THE IRTIMETE E7ETEM FOR FIEDEG & GEEAT Jif now

TOMT BESHARA

Aty P oty el [ Bt by B i

JANUARY 2012 e Career

Paperback ® 73/s x 9Y4 @ 304 pages
Previous Edition: 978-0-8144-7332-0
978-0-8144-1799-7

U.S. $16.95

Even in a blog-and-Facebook world, there’s nothing quite like getting a
real book published.

Cover to Cover
Everything You Need to Know to Get Your Book Published and Make Sure It Sells
Michael R. Drew and Robert J. Hughes

hese days it's easy to become a writer—after all, anyone can start a blog or a
website. But the pinnacle for most authors is getting published in print—and
that is tougher than ever.

The book business has changed. Publishers have consolidated, and competition for
shelf space is fierce. So how do you get publishers to clamor for your manuscript,
and the public to snatch the book off the shelves? Written by industry insiders,
Cover to Cover gives you the scoop on the way books get signed, published, and—
most important—sold. You'll learn how to:

Evaluate the market for your subject ® Target the perfect publisher ¢ Understand
your role in the publishing process ® Assess your platform and cultivate a larger

audience e Take charge of your own marketing and publicity ® Use your book to
boost your career ® Adapt to the changing world of publishing ¢ And more.

Think your book is a winner? With Cover to Cover, you can give it a real shot at success.

MICHAEL R. DREW (Austin, TX and Calgary, Canada) is the founder of Promote A Book, a pro-
motional firm that has helped more than 65 books reach national bestseller lists.

ROBERT J. HUGHES (New York, NY) is a former cultural and publishing industry reporter for
The Wall Street Journal and the author of the novel Late and Soon. Together they are the
authors of the forthcoming Be Famous.

Updated job search strategies from the employment expert Dr. Phil
called "the best of the best!”

The Job Search Solution
The Ultimate System for Finding a Great Job Now!

SECOND EDITION
Tony Beshara

When Dr. Phil’s viewers need help turning their job search woes into employment
success, he calls in Tony Beshara. One of the most successful placement
professionals in the United States, Beshara knows what works and what doesn’t. In
The Job Search Solution, he outlines the simple yet powerful system that has helped
over 100,000 people land jobs they love.

Now, in a completely updated second edition, Beshara addresses the major challenges
that confront candidates seeking employment today, including advice for readers who
have been out of work for a while, were fired from their last job, are looking to change
careers, or may be facing discrimination due to age. Featuring interactive exercises,
real-life examples, practical Do’s and Don'’ts, and other essential tools, the new edi-
tion reveals how candidates can create a personal “brand” online, communicate with
potential employers via e-mail, and leverage personal stories throughout the interview
process.

Both practical and empowering, The Job Search Solution gives readers the tools they
need to get hired in one of the toughest job markets ever.

TONY BESHARA (Dallas, TX) is the owner and President of Babich Associates, the oldest place-

ment firm in Texas. He is the author of Acing the Interview (978-0-8144-0161-3) and
Unbeatable Résumés (978-0-8144-1762-1).



It’s a big jump from employee to entrepreneur—
with a daunting failure rate. Get the inside scoop
on what it takes to succeed.

lt's Your Biz

The Complete Guide to Becoming Your Own Boss
Susan Wilson Solovic with Ellen R. Kadin

Millions of employees parked in cubicles dream about start-
ing their own businesses. And in today’s economy, count-
less unemployed professionals are becoming entrepreneurs out
of necessity. They may have good skills and ideas, but do they
really understand what it takes to build a profitable venture?

As owner and co-founder of the award-winning It'sYourBiz.com
(formerly SBTV.com, or Small Business Television), Susan
Solovic has years of experience in the small business trenches.
In It's Your Biz she shows prospective entrepreneurs how to
sidestep the pitfalls that doom more than half of all new busi-
nesses while dramatically improving their odds of success.

The book strips away the usual dreamy calls to “pursue your
passion,” supplying the kind of candid, real-world advice
readers truly need, such as how to:

Gauge whether you have the qualities required to succeed

e Prepare for drastic culture shock ® Build a business plan
that works ® Focus on providing market solutions ® Choose
partners, advisers, and employees wisely ® Promote your
business on a shoestring budget ® Protect your company
and yourself ® Make the most of bootstrap financing.

From planning and funding to promotion and pricing, It’s Your
Biz is packed with the practical, honest, expert guidance that
budding entrepreneurs need before they set out on their own.

SUSAN WILSON SOLOVIC (St. Louis, MO) is owner and co-founder of
It'sYourBiz.com, a highly successful video news and information site
for entrepreneurs. She is a weekly small business contributor on ABC'’s
Money Matters and a featured blogger on the Huffington Post,
AllBusiness.com, Fast Company, Constant Contact, and other sites.
The author of several books, including The Girls’ Guide to Building a
Million-Dollar Business (978-0-8144-7419-8), Solovic has served
on the National Women'’s Business Council and the Women's
Leadership Board at Harvard University.
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Eye-opening new research into an often-overlooked threat to
employee engagement and workplace productivity.

The Enemy of Engagement
Put an End to Workplace Frustration — and Get the Most from Your Employees
Mark Royal and Tom Agnew

’Iﬁere are a lot of frustrated people in most workplaces today. We're not talking
about the incorrigible office grump or the permanent slacker. Instead, we're refer-
ring to dedicated workers who are being prevented from achieving their peak
potential by organizational obstacles. Better enabling these employees to succeed
represents an untapped avenue for radically improving productivity.

Packed with the latest research findings from the prestigious Hay Group, The
Enemy of Engagement uncovers the hidden impediments to performance—excessive
procedures, lack of resources, overly narrow roles, and more—and outlines best-
practice solutions for eliminating them. This is not an insignificant issue facing
businesses today. According to Hay Group's study, depending on the industry,
between one-third and one-half of employees report work conditions that keep
them from being as productive as they could be.

The Enemy of Engagement gives managers powerful new insights and research-
based tools for ensuring their teams are both willing and able to make maximum
contributions.

MARK ROYAL (Chicago, IL) and TOM AGNEW (New York, NY) are leaders in Hay Group's
employee research division. Mark holds Ph.D. and MA degrees in sociology from Stanford
University, and Tom received his Ph.D. in management from Vanderbilt University and MBA
from the University of Saskatchewan.

Selected as one of the American School Board Journal’s
“Top Education Reads.”

Why Boys Fail
Saving Our Sons from an Educational System That's Leaving Them Behind
Richard Whitmire

’Iﬁe signs and statistics are undeniable: Boys are falling behind in school. Contrary
to conventional wisdom, the biggest culprits are not video games or pop culture.
The real problem is that boys have been thrust into a bewildering new school envi-
ronment that demands high-level reading and writing skills long before they are
capable of handling them.

Why Boys Fail takes a hard look at how this ominous reality came to be, how it has
worsened in recent years, and why attempts to resolve it often devolve into finger-
pointing and polarizing politics. But the book also shares some good news. Amid the
alarming proof of failure among boys, there are also inspiring case studies of schools
where something is going right. Each has come up with realistic ways to make sure
that every student—male and female—has the tools to succeed in school and later in
life. Educators and parents alike will take heart in these promising developments and
heed the book’s call to action—not only to demand solutions but also to help create
them for their own students and children.

RICHARD WHITMIRE (Arlington, VA) is a former editorial writer for USA Today and President of
the National Educational Writers Association. A highly recognized and respected education
reporter, his commentaries have been published in The Wall Street Journal, The Washing-
ton Post, The New Republic, and U.S. News & World Report. He is the author of The
Bee Eater: Michelle Rhee Takes on the Nation’s Worst School District.
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Americans are conned out of $40 billion a year.
If Congress and regulators can’t protect us from
investment scams and shady financial advice, who can?

A FORMER SEC ENFORCER

REVEALS HOW TO FRAUD-PROOKE
YOUR INVESTMENTS

The Vigilant Investor

A Former SEC Enforcer Reveals
How to Fraud-Proof Your Investments

Pat Huddleston

aking sound investments is tough enough without having

to worry about unscrupulous financial advisers and out-
right frauds. But recently strengthened laws aren’t enough to
stop the “professionals” intent on profiting from—or just plain
stealing— your money.

As an Enforcement Branch Chief at the Securities and Exchange * National print campaign with special pitch
Commission, Pat Huddleston witnessed countless people lose to consumer affairs media

their life savings to reckless stockbrokers and fraudulent

schemes. Now an SEC-recommended Receiver and CEO of a se- * National syndicated article placement

curities and investment fraud investigation agency, Huddleston ) ) ) . )
has intimate knowledge of how scam artists and bad brokers * National morning radio and talk radio campaign

operate. In The Vigilant Investor, he explains WHY we fall for
investment scams, HOW con artists play on our emotions, and
WHAT we can do to protect ourselves from predators. With its .
unique look into the science of financial decision making, the
book blows up the popular myths and simplistic “do’s and
don'ts” of investing while sharing techniques anyone can use to
perform due diligence even better than the “experts.”

National TV campaign

Online campaign

Co-op advertising availahle

With gripping stories of actual cases, Huddleston sheds light on
the dark corners of the investment industry and teaches in-
vestors and professionals alike how to spot fraud and guard
themselves against financial catastrophe.

PAT HUDDLESTON (Kennesaw, Georgia) is CEO of Investor's Watchdog

LLC, an investment fraud investigation agency. He has been an SEC OCTOBER 2011 e Investing
Enforcer, court-appointed Receiver, and investment attorney. A . )
frequent guest on television and radio, he has been quoted in The Hardcover ® 6/ x 974 ® 256 pages

New York Times, The Wall Street Journal, The Washington Post,
USA Today, Kiplinger's Personal Finance, Investment News, and 978-0-8144-1750-8
many other publications. U.S. $24.95
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Enabling your employees to achieve their goals starts with helping them
define what they are.

2600 Phrases for Setting Effective Performance Goals
Ready-to-Use Phrases That Really Get Results
Paul Falcone

Aj a manager, you aren't truly successful unless your employees are as well. Help-
ing them establish compelling, actionable performance goals is the first and
most important step, and 2600 Phrases for Setting Effective Performance Goals is there
to lend a hand.

A natural follow-up to the bestselling 2600 Phrases for Effective Performance Reviews,
this quick-reference guide provides readers with ready-to-use performance goals
organized by the characteristics and core competencies used most often in the apprai-
sal process. From attendance and attitude to teamwork and time management, mana-
gers will find the language they need to inspire exceptional results. The book also
includes wording tailored to many of the most common positions in sales and mar-
keting, accounting and finance, HR, IT, legal, manufacturing, operations, and more.

Comprehensive and organized for ease of use, this book enables managers to lay
the groundwork necessary for phenomenal achievement on the part of their people.

PAUL FALCONE (Valencia, CA) is Vice President of Employee Relations at Time Warner Cable
in Los Angeles. He is the author of several bestselling books, including 2600 Phrases for
Effective Performance Reviews (978-0-8144-7282-8), 101 Tough Conversations to
Have with Employees (978-0-8144-1348-7), and 101 Sample Write-Ups for Docu-
menting Employee Performance Problems (978-0-8144-1546-7).

Fast, simple jump-starters for managers who
need to get great ideas from their people!

Quick Brainstorming Activities for Busy Managers
50 Exercises to Spark Your Team's Creativity and Get Results Fast
Brian Cole Miller

Contrary to popular opinion, brainstorming isn't magic. Truly productive brain-
storming sessions are dependent on the ability of the leader to create the right
environment and let his or her people’s ideas flow.

Filled with clear, concise guidance and quick, easily implemented techniques, this
book provides supervisors, managers, and team leaders the fun, proven activities they
need to get idea-packed brainstorming sessions started, and keep them going. Readers
will discover how to:

Ask questions that provoke responses and inspire creativity ® React to and record
ideas in a way that encourages participants and prompts more input ® Sort and
categorize lengthy lists ® Evaluate ideas ® Prioritize the most useful concepts and
expand on them ¢ And more

Containing sample dialogues, as well as resources for virtual team brainstorming, this
indispensible book gives readers the activities they need to generate great ideas, fast.

BRIAN COLE MILLER (Dublin, OH) is the principal of Working Solutions, Inc., a management
training and consulting firm. He is the author of several books including Quick Team-
Building Activities for Busy Managers (978-0-8144-7201-9), More Quick Team-
Building Activities for Busy Managers (978-0-8144-7378-8), and Keeping Employees
Accountable for Results (978-0-8144-7320-7).



When you’re networking,
you need them to like you...really like you.

The 11 Laws of Likability

Relationship Networking...
Because People Do Business with People They Like
Michelle Tillis Lederman

e all know that networking is important, and that forming
Wrelationships with others is a vital part of success. But
sometimes it seems like networking removes all emotions from
the equation and focuses only on immediate goals...whereas
the kind of relationships that have true staying power, give us
joy, and support us in the long run are founded on simply
liking each other.

This book, featuring activities, self-assessment quizzes, and real-
life anecdotes from professional and social settings, shows
readers how to identify what's likable in themselves and create
honest, authentic interactions that become “wins” for all parties
involved. Readers will discover how to:

Start conversations and keep them going with ease e Convert
acquaintances into friends ® Uncover people’s preferences
and tweak their own personal style to enable engaging,
reciprocal interactions e Create follow-up and stay in others’
minds long after the initial meeting

The worst thing we can do when trying to establish a personal
bond with someone is to come across as manipulative or self-
serving. Authentic connections go much deeper—and feel
much easier—than trying to hit self-imposed business card
collection quotas. This book presents a new paradigm that
shows how even the most networking-averse can network...and
like it.

MICHELLE TILLIS LEDERMAN (South Orange, NJ) is founder and CEO of
Executive Essentials, which provides customized communication and
leadership programs. She is also an adjunct professor at NYU Stern
School of Business and a faculty member of the American Manage-
ment Association. She specializes in enhancing interpersonal commu-
nications and has delivered seminars internationally for corporations,
universities, and nonprofit organizations including JPMorgan Chase,
Morgan Stanley, Deutsche Bank, Columbia Business School, and The
Museum of Modern Art.
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¢ National radio campaign

o Online campaign

e Co-op advertising available
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Great customer service depends on great customer service MANAGEMENT.

Customer Service Management Training 101
Quick and Easy Techniques that Get Great Results
Renée Evenson

ecoming a great customer service manager requires a mastery of skills beyond
those needed by frontline employees. Filled with the same accessible, step-by-
step guidance as Customer Service Training 101, this user-friendly book shows readers
how to develop the skills they need to communicate, lead, train, motivate, and man-
age those employees responsible for customer satisfaction. Designed for new mana-
gers and veterans alike, Customer Service Management Training 101 covers essential
topics, including:
Planning and goal setting ® Time management ® Team development ® Conflict
resolution ® Providing feedback ® Monitoring performance ® Conducting meetings
¢ Managing challenges e Listening ® Verbal, nonverbal, and written communication.

Readers will learn to identify their personal management style, develop core leader-
ship qualities, and efficiently focus on their own development as managers. Packed
with checklists, “real world” practice lessons, and examples of the right and wrong
ways to do things, this is the one book every customer service manager needs to
thrive.

RENEE EVENSON (Saint Simons Island, GA) has worked in the customer service management
field for over 30 years, including 15 as a customer service manager and trainer at BellSouth
Telecommunications. She has a degree in organizational psychology and is the author of
Customer Service Training 101 (978-0-8144-1641-9) and Award-Winning Customer
Service (978-0-8144-7454-9).

Now in a third edition—the bestselling guide to writing better proposals
and landing more clients.

Persuasive Business Proposals

THIRD EDITION

Writing to Win More Customers, Clients, and Contracts
Tom Sant

Writing a winning proposal has always been an important part of sales. In recent
years it has become vital. But many companies are still cranking out confusing,
unpersuasive proposals and RFPs—few of which result in new clients or contracts.

Now everyone can dramatically boost their success rate with the third edition of Per-
suasive Business Proposals. This classic guide explains how to craft compelling messages
and powerful proposals that attract prospects” attention and speak to their needs. The
new edition includes more valuable information than ever before, including:

Essential questions for qualifying opportunities ® Ways to “power up” cover letters
and executive summaries ® Advice for overcoming “value paranoia” ® Guidelines
for incorporating proof into a proposal e Tips for winning renewal contracts.

Most people find proposal writing to be tedious and time-consuming—and their
documents show it. With clear instructions as well as before-and-after samples, Persua-
sive Business Proposals takes readers step-by-step through a highly effective process for
writing customized packages that capture new business.

TOM SANT (San Luis Obispo, CA) is a renowned proposal consultant, whose clients range
from small entrepreneurial operations to Global 500 companies, including General Electric,
Microsoft, Lucent, and Accenture. He is the creator of the world’s most widely used proposal
automation systems, ProposalMaster and RFPMaster.



An all new, updated edition of the book that’s been
helping to knock customers’ socks off for 20 years.

Delivering Knock Your
Socks Off Service

FIFTH EDITION
Performance Research Associates, Inc.
[llustrations by John Bush

ho would've thought that a practical, fun, easy-to-read

customer service book would capture the hearts of
hundreds of thousands of readers? Now, celebrating its 20th
anniversary, Delivering Knock Your Socks Off Service has been
completely revised and is better than ever!

Still the go-to guide on providing the kind of outstanding ser-
vice that keeps customers coming back, the fifth edition com-
bines powerful tools and techniques with real-world examples
and all-new chapters on using social media for communication
and service recovery, owning service encounters, responding
positively to negative feedback, and more. The book provides
readers with proven tips and strategies for:

Exceeding customer needs and expectations ® Determining
the right times to bend or break the rules ® Becoming fantas-
tic fixers and powerful problem-solvers ® Using the RATER
factors to wow your customers ® Understanding cultural and
generational differences ¢ Becoming a listening post ® Cop-
ing effectively with “customers from hell”

With people surrounded by more choices and information than
ever before, true customer loyalty has become increasingly diffi-
cult to attain. Combining timeless wisdom and up-to-the-
minute methods, Delivering Knock Your Socks Off Service is the
book no customer service professional can afford to be without.

PERFORMANCE RESEARCH ASSOCIATES, INC., was founded in 1972 by
the late Ron Zembke, author of nearly 40 books on service quality and
organizational effectiveness. The firm is located in Minneapolis,
Minnesota.
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To create an exceptional brand experience, remember that sometimes
less is more.

Brand Real

How Smart Companies Live Their Brand Promise and Inspire Fierce Customer Loyalty
Laurence Vincent

Companies are forever being more creative in their branding strategies, building
identities ranging from the warm-and-fuzzy to the ultra-cool and edgy. But it
seems that many of these enterprises forgot that a brand, at its heart, is a promise
to deliver. If the brand experience does not live up to that promise, customers will
take their business elsewhere.

Brand Real is a business strategy guide for making a brand’s promise stand up at every
customer touch point. Packed with proven, repeatable management practices, the
book shows how to establish a clean brand architecture while avoiding the needless
complexity that has tripped up many promising companies.

Author Laurence Vincent presents cautionary tales of supposed brand superstars as
well as instructive case studies of genuine brand giants like American Express, Apple,
Cisco, Google, Qualcomm, Virgin, and others. Readers will learn how to connect the
outward-facing elements of their brands—logos, advertising, imagery, communica-
tions—directly to the core elements of business strategy and forge a powerful and
lasting connection with their customers.

LAURENCE VINCENT (Los Angeles, CA) leads the strategy practice at the Los Angeles office of
Siegel+Gale, one of the world’s premier strategic branding companies. His clients have
included Coca-Cola, MasterCard, Microsoft, National Football League, Qualcomm, Sony
Playstation, Southwest Airlines, The Four Seasons, The Home Depot, and vitaminwater.

All sales aren’t created equal. This book shows readers how to close
deals that truly make a profit.

High-Profit Selling
Win the Sale Without Compromising on Price
Mark Hunter, “The Sales Hunter”

n the high-pressure quest to make a sale, acquire a contract, and beat out other bid-

ders, sales professionals frequently resort to cutting prices, offering discounts, or
making other concessions that cut into their operating margins—short-term strategies
that are destructive to the long-term sustainability of their business.

High-Profit Selling helps readers understand that their sales goal shouldn’t simply be
to sell more, but to sell more at a higher price...and that success comes only to those
focused on “profitable sales.” This eye-opening book shows readers how to:
Avoid negotiating ® Actively listen to customers ® Match the benefits of their
product or service with the customer’s needs and pains ® Confidently communi-
cate value e Successfully execute a price increase with existing customers ® Ensure
prospects are serious and not shopping for price

Too many salespeople believe that a sale at any price is better than no sale at all. This
powerful guide helps move readers toward a profit-centered approach that will
strengthen their relationships and increase their bottom line.

MARK HUNTER (Omaha, NE), known as “The Sales Hunter,” has conducted thousands of cus-
tomized training sales programs nationally and internationally. His client list includes Coca-
Cola, Dole, Fisher-Price, Godiva, Heineken, Mattel, Unilever, and other industry leaders.
His popular blog and website can be found at www. TheSalesHunter.com.



Discover how you can turn your company’s
intangible assets into REAL profit.

Harvesting Intangible Assets

Uncover Hidden Revenue in Your
Company'’s Intellectual Property

Andrew J. Sherman

hether you call it “harvesting intangible assets” or “intel-

lectual property management,” organizations must make
the most of everything they have to offer if they want to remain
competitive. Yet, the majority of companies are oblivious to
the wealth of revenue-producing opportunities hiding just be-
low the strategic surface.

In this thought-provoking book, author Andrew J. Sherman
shares insights and expertise gleaned from his work with some
of the world’s leading companies who have capitalized on
intellectual assets such as patents, trademarks, customer infor-
mation, software codes, databases, business models, home-
grown processes, and employee expertise. Featuring instructive
examples from organizations including Proctor & Gamble, IBM,
and Google, the book reveals how companies large or small can
implement IP-driven growth and licensing strategies, foster a
culture of innovation, turn R&D into revenue, and much more.

Smart companies reap what they sow. This book gives readers
the tools they need for a profitable harvest.

ANDREW ). SHERMAN is a partner in the Washington, D.C. office of Jones
Day and a top-rated Adjunct Professor in the MBA and Executive
MBA programs at the University of Maryland. An internationally
recognized authority on the legal and strategic aspects of business
growth, he is frequently called upon by the media to share his expertise.
He has been featured or quoted in The Wall Street Journal, USA
Today, The New York Times, BusinessWeek, Fortune, Investor’s
Business Daily, Forbes, Entrepreneur, U.S. News & World Report,
and other prestigious publications. His approach to leveraging
intellectual assets was a cover story for Inc. magazine. He is the author
of several books, including Mergers and Acquisitions from A to Z
(978-0-8144-1383-8), Raising Capital (978-0-8144-0856-8), and
Franchising and Licensing (978-0-8144-1556-6).
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Does your company know where it’s going?

Lead with Purpose
Giving Your Organization a Reason to Believe in Itself
John Baldoni

Ask any leader: What would you give to have an entire company full of committed
employees willing to go the extra mile? For all your people to work together as a
unified force, knowing exactly what they do, and why they do it?

Featuring illuminating stories, interviews, and profiles of leaders from a variety of
fields, Lead with Purpose shows readers how to take their organizations to the next level
with renewed focus and improved direction. The book gives readers practical tips and
techniques to:

Instill a sense of ownership ® Ensure that organizational purpose is understood
and acted upon ¢ Encourage resourcefulness and flexibility ¢ Communicate a
narrative that will drive the organization ® Harness creativity and the desire to
succeed ® Transform a shared vision into real results ® Develop the next
generation of leaders

It's a leader’s job to provide his people’s work with meaning. Lead with Purpose shows
you how it’s done.

JOHN BALDONI is an internationally recognized leadership educator, coach, speaker and
author whose many books include Lead by Example (978-0-8144-1294-7), Lead Your
Boss (978-0-8144-1505-4), and 12 Steps to Power Presence (978-0-8144-1691-4). In

2011 John was named one of the world’s “30 Most Influential Leadership Gurus” by
www.LeadershipGurus.net for the third time.

Presence: You know it when you see it, but what exactly is it?
And how can a person get more of it?

The Power of Presence
Unlock Your Potential to Influence and Engage Others
Kristi Hedges

Everyone recognizes leaders with “presence.” They stand out for their seemingly
innate ability to command attention and inspire commitment. But what is this
secret quality they exude, exactly?

Executive and CEO coach Kristi Hedges demystifies this elusive trait, revealing that
presence is the intersection of outward influencing skills and internal mental condi-
tioning. Using her I-Presence model, the author shows how anyone—regardless of
position or personality—can strengthen their impact. Readers will learn how to build
trust as the foundation for leadership, eschew perfectionism for authenticity, banish
limiting thoughts and behaviors, and galvanize their team through visionary, inspir-
ing communications.

Stellar technical knowledge, a strong work ethic, excellent presentation skills—none
of these tangible traits puts people on the career fast track as readily as a compelling
presence. Filled with profiles of leaders with powerful presence and the latest
neuroleadership research translated into actionable habits, this authoritative guide
puts a little-understood, but potentially game-changing, tool within everyone’s reach.

KRISTI HEDGES (Washington, DC) is a communications expert, entrepreneur, and certified lead-
ership coach whose clients include Fannie Mae, VeriSign, the National Institutes of Health,
privately held businesses, and global professional services firms. She's a leadership columnist
for Entrepreneur.com and a speaker for Vistage International and The Founder Institute.



More than a quarter of a million copies sold!

The First-Time Manager
SIXTH EDITION
Loren B. Belker, Jim McCormick, and Gary S. Topchik

What's a rookie manager to do? Faced with new responsibilities, and in need of
quick, dependable guidance, novice managers can’t afford to learn by trial and
error. The First-Time Manager is the answer, dispensing the bottom-line wisdom they
need to succeed. A true management classic, the book covers essential topics such as
hiring and firing, leadership, motivation, managing time, dealing with superiors, and
much more.

Written in an inviting and accessible style, the revised sixth edition includes new ma-
terial on increasing employee engagement, encouraging innovation and initiative,
helping team members optimize their talents, improving outcomes, and distin-
guishing oneself as a leader.

Packed with immediately usable insight on everything from building a team environ-
ment to conducting performance appraisals, The First-Time Manager remains the
ultimate guide for anyone starting his or her career in management.

LOREN B. BELKER (deceased) was an executive in a major midwestern insurance company for
nearly 30 years, and the author of previous editions of The First-Time Manager.

JIM McCORMICK (Estes Park, Colorado) is the former Chief Operating Officer of the fifth largest
architectural firm in the United States. A full time speaker and organizational consultant, his
clients include Accenture, Bank of America, FedEx, Hewlett-Packard, PepsiCo, and Verizon.

Fully updated, the indispensible guide that keeps teams and groups
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U.S. $45.00

Getting people to function together productively can be a challenge. With The Facilita-
tor’s Fieldbook, readers have the tools and knowledge they need to rise to the occasion.

TOM JUSTICE (Santa Monica, CA) is an organizational development practitioner and the
president of Justice & Associates, a consulting firm specializing in organizational capacity.
DAVID W. JAMIESON, PH.D., (Minneapolis, MN) is department chair, Organization Learning &
Development, University of St. Thomas and coauthor of Managing Workforce 2000.
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“A treasure trove of practical tips...and invaluable tools for administrative
professionals...it doesn’t get much better than this book.”—BookViews.com

Administrative Assistant’s and Secretary’s Handbook
FOURTH EDITION
James Stroman, Kevin Wilson, and Jennifer Wauson

A;l administrative professional’s job requires a diverse range of abilities. From man-
ging schedules, coordinating meetings, and fielding calls to planning events,
deciphering legal documents, and creating PowerPoint presentations, today’s admin-
istrative assistants are expected to effortlessly and efficiently juggle it all.

Professionals looking to improve their performance—and enhance their value to
employers—should turn to the fourth edition of Administrative Assistant’s and Secre-
tary’s Handbook. With 250 pages of new or completely revised material, the handbook
provides thorough, practical instruction on:

Web conferencing ® Creating graphics, charts, and presentations ® Microsoft Office
2010 e Business math ® Managing e-mail and schedules with Outlook e Organizing
computer files ® Research skills ® Time management ® Customer service skills e
Troubleshooting computer problems e Event planning ® and much more.

Administrative jobs are constantly changing, but with the latest edition of this best-
selling guide, professionals everywhere can stay ahead of the curve.

JAMES STROMAN (Dallas, TX) has worked as an executive assistant to an army general, a gover-
nor, and the owner of an NFL football team. KEVIN WILSON (Acworth, GA) is Vice President of
Videologies, Inc., a company that specializes in training administrative professionals in
Fortune 500 companies. JENNIFER WAUSON (Atlanta, GA) is President of Videologies, Inc.

When you’re in charge, but you’re not “the boss,” how can you get a
project done? This book provides the answers you need!

Results Without Authority

Controlling a Project When the Team Doesn't Report to You
SECOND EDITION
Tom Kendrick

t's tricky enough to spearhead a big project when you're the boss. But when you're
the leader of a team of people who don't report to you, the obstacles are even greater.

Results Without Authority is the definitive book for project managers looking to estab-
lish credibility and control. A groundbreaker in the field, it supplies a start-to-finish
system for getting successful project results from cross-functional, outsourced, and
other types of teams. The completely updated second edition includes new infor-
mation on:

Agile methods and evolving project management tools e Strategies for working
with virtual teams ® Analytical versus “blink” decision processes ® The use (and
misuse) of social media in project environments ® The myth of multitasking.

For project leaders lacking clear-cut authority, getting everyone on board—and keep-
ing them there—can be a challenge. Results Without Authority is the must-have guide
for getting the best results from your team.

TOM KENDRICK (San Carlos, CA) has over 35 years of project and program experience, includ-
ing senior positions with Hewlett-Packard and Visa. He is a certified Project Management
Professional (PMP®) and the author of several highly respected project management books,
including Identifying and Managing Project Risk (978-0-8144-1340-1).



How to cut project management down to size—killer project strategies
for small businesses.

Project Management for Small Business
A Streamlined Approach from Planning to Completion
Joseph Phillips, PMP

Project management can help companies become more efficient and profitable.
But classic project management models often prove too cumbersome for smaller
businesses with limited staff resources, tight budgets, and next to no time to devote
to learning complex methodologies. These smaller enterprises need the core
principles and techniques of project management in a streamlined package.

Project Management for Small Business offers simple, repeatable practices for planning,
executing, and controlling projects in smaller environments in which one team
member may wear multiple hats. Readers will learn how to:

Define project requirements and scope ® Create a project schedule based on
resource availability e Estimate, budget, and control project costs ® Identify and
minimize project risks ® Manage workflow ¢ Communicate effectively ® Control
project change ® And more.

Grounded in real-world experience, this practical guide skips the complicated theory
and goes straight to the heart of what it really takes to make a project a success.

JOSEPH PHILLIPS, PMP (Sarasota, FL) is a project management consultant, instructor, and
owner of Project Seminars, Inc. and Instructing.com. He is the author of several project
management books, including PMP Project Management Professional Study Guide and
IT Project Management: On Track from Start to Finish.

Now in its fourth edition, an indispensable project management
resource, fully updated for today’s project manager.

Fundamentals of Project Management
FOURTH EDITION
Joseph Heagney

ith sales of more than 160,000 copies, Fundamentals of Project Management has
helped generations of project managers navigate the ins and outs of every
aspect of this complex discipline. Using a simple step-by-step approach, the book is
the perfect introduction to project management tools, techniques, and concepts.
Readers will learn how to:
Develop a mission statement, vision, goals, and objectives ® Plan the project ®
Create the work breakdown structure ® Produce a workable schedule e Under-
stand earned value analysis ® Manage a project team ® Control and evaluate
progress at every stage.

Fully updated based on the latest version of the Project Management Body of
Knowledge (PMBOK®), the fourth edition contains new information and expanded
coverage on the project risk plan; the change control process; the concept of the
project manager as leader; and more. This up-to-the-minute guide is filled with tips
and techniques for planning and executing projects on time, on budget, and with
maximum efficiency.

JOSEPH HEAGNEY (Sayville, NY) has been president of QMA International, LLC since 2001,
providing a wide range of management learning solutions. He was previously the Global
Practice Leader for Project Management Best Practices at the American Management
Association where he currently serves as a faculty member.
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Powerful strategies for streamlining your staff and the work they do.

Lean but Agile
Rethink Workforce Planning and Gain a True Competitive Edge
William J. Rothwell, James Graber, and Neil McCormick

As organizations strive to maximize efficiency to meet stringent budgets, a general
“do more with less” mandate is no longer sufficient. Managers and executives
must evaluate every process and every role, and do away with assumptions about
how work gets done and who does it. Lean but Agile presents a system for analyzing
work and selecting the ideal combination of cost-effective resources—employees,
consultants, contractors, temporary workers, vendors—to accomplish it.

The book advocates changes in hiring, goal-setting, learning and development,
and performance management, and discusses the introduction, implementation,
and management of lean work and agile staffing methods. It also explores the
fundamental role technology can play in the transformation.

Packed with practical advice, examples, guides, worksheets, diagrams, and metrics,
Lean but Agile will help leaders, managers, and human resource professionals opti-
mize their workforces while still achieving superior results.

WILLIAM J. ROTHWELL (State College, PA) is professor of Workplace Learning and Performance
at Pennsylvania State University and President of Rothwell & Associates, a business
consultancy. JAMES GRABER (Chicago, IL) is Managing Director of Business Decisions, Inc., a
talent management technology and software company. NEIL MCCORMICK (Brisbane, Australia),
a Senior Vice President at Talent2, has 30 years’ experience in international management,
human resources and consulting.

Organizations that hire veterans have an unquestionable edge in the
marketplace. Here’s how to do it right.

Field Tested

Recruiting, Managing, and Retaining Veterans
Emily King

eterans are a tremendous source of untapped talent and come with a wealth of
Vskills and experience beyond those of typical civilian employees. Field Tested gives
readers the insight and tools they need to recruit and retain veterans, and to maxi-
mize their value in any organization.

A must-read for leaders, managers, and human resources professionals across indus-
tries, Field Tested uncovers key cultural differences between the military and civilian
workplace, and reveals how these differences can affect employee performance,
satisfaction, and retention. Complete with real-world examples, practical models,
and savvy advice, this book shows readers how to:
Attract and interview veterans ® On-board them quickly and effectively e Position
them for success ® Ensure a smooth cultural transition ® Manage performance ®
Help them develop lasting careers.

Smart companies that hire veterans owe it to themselves and their employees to
understand the unique considerations involved. This one-of-a-kind guide reveals
how to make the most of America’s top talent.

EMILY KING (Washington, DC) is a nationally recognized expert on the transition from military
service to civilian employment. She has worked extensively with veterans and civilian hiring
organizations, and is a frequent speaker at industry events including SHRM and ASTD.



The supply chain methodology that Industry Week calls "genius."
Supply Chain Excellence

A Handbook for Dramatic Improvement Using the SCOR Model
THIRD EDITION
Peter Bolstorff and Robert Rosenbaum

keep your sales, manufacturing, distribution, and inventory moving in perfect

synchronization, you need a flawless, repeatable supply chain improvement

approach that maximizes process efficiency, eliminates dysfunction, and aligns
disparate organizations—globally.

Supply Chain Excellence, ahead of the curve in its original edition, again breaks new
ground with a highly compressed timeline for using the SCOR (Supply Chain Opera-
tions Reference) framework to plan and execute supply chain improvement. In addi-
tion to the value chain processes of DCOR and CCOR, the book is now adapted for
use in an SAP environment, in global enterprises, and by small businesses.

Featuring examples and experience from roughly 100 projects, the completely up-
dated third edition refines the use of the scorecard for better process analysis; extends
the approach to encompass implementation and strategy; and quantifies the financial
value of supply chain improvement to demonstrate its importance in achieving
lasting competitive advantage.

PETER BOLSTORFF (Minneapolis, MN) is President and CEO of SCE Limited, which supports
supply chain performance through education, coaching, and process expertise. ROBERT
ROSENBAUM (Cleveland, OH), an award-winning journalist, is founder and President of The
MarketFarm, which specializes in leveraging technical content. He was the founding editor of
the former Supply Chain Technology News.

Gain competitive advantage in your global supply by mitigating risk
and maximizing opportunity

Mastering Import & Export Management
SECOND EDITION
Thomas A. Cook with Rennie Alston and Kelly Raia

ith billions of dollars generated annually, importing and exporting is a poten-

tially lucrative arena for growth—and a bewildering tangle of rules and regula-
tions. Packed with hundreds of cost-effective strategies, ready-to-use forms, and valu-
able checklists, the second edition of Mastering Import & Export Management explains
how to efficiently—and legally—navigate the complex world of international trade.

From the big picture of pinpointing the best markets to the nitty-gritty of packing a
container, this sweeping guide examines how to spot potential risks, apply quality
control procedures, prepare documentation accurately, and more. This revised and
updated edition addresses how best to handle recent crises like the earthquakes and
tsunami in Japan, the economic downturn, or political instability in countries like
Egypt, Tunisia, Bahrain, and Libya. It also covers every new compliance and security
regulation, as well as evolving best practices, including;

C-TPAT guidelines ® Incoterms ® In-house compliance programs e Freight cost-

reduction tips ® Beefed-up TSA regulations ® Improved technology options e

President Obama'’s new export initiatives.

It's an indispensable resource for today’s complex and changing global marketplace.

THOMAS A. COOK (The Hamptons, NY) has over three decades of experience in global logistics
and international business, and two decades teaching with the American Management
Association, Global Training Centers, and the District Export Councils.
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How to Stay Cool, Calm &
Collected When the Pressure’s On*
A Stress-Control Plan for Business People
John Newman
978-0-8144-0040-1 /PB/ $15.95

Increase Your Influence at Work
Richard A. Luecke and Perry Mcintosh
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978-0-8144-1405-7 /PB/ $17.95
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SECOND EDITION
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978-0-8144-7998-8 / PB/ $15.95
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978-0-8144-1013-4 / HC / $15.00

Real-World Time Management
SECOND EDITION
Roy Alexander and Michael S. Dobson
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How to Make the Rest of Your Life
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Brian Tracy
978-0-8144-1346-3/ HC/ $21.95
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Robert Bolton and Dorothy Grover Bolton
978-0-8144-7617-8 /PB/ $17.50
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Stabbers, and Other Managers from Hell
Gini Graham Scott
978-0-8144-7298-9 / PB / $15.00

Survival Guide for

Working with Humans, A
Dealing with Whiners, Back-Stabbers,
Know-1t-Alls, and Other Difficult People
Gini Graham Scott
978-0-8144-7205-7 / PB/ $15.00

Time Power
A Proven System for Getting
More Done in Less Time Than
You Ever Thought Possible
Brian Tracy
978-0-8144-7470-9/PB / $16.00

TIME TRAP, THE
The Classic Book on Time Management
FOURTH EDITION
Alec Mackenzie and Pat Nickerson
978-0-8144-1338-8/PB/$18.95

True Greatness
Mastering the Inner Game
of Business Success
Kevin Elko and Bill Beausay
978-0-8144-1301-2/ HC/ $21.95

TurboCoach
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Breakthrough Career Success
Brian Tracy and Campbell Fraser
978-0-8144-7248-4 | HC / $24.00
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Working with Difficult People
SECOND EDITION
Michael S. Dobson, William Lundin,
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A Dynamic Process for Creating and
AchievingYour Company’s Strategic Vision
William P. Belgard and Steven R. Rayner
978-0-8144-0777-6 / HC / $27.95

Strategic Outsourcing
A Structured Approach to Outsourcing
Decisions and Initiatives
Maurice F. Greaver
978-0-8144-0434-8 / HC / $42.95

Strongest Link, The
Forging a Profitable and
Enduring Corporate Alliance
Gene Slowinski and Matthew W. Sagal
978-0-8144-0743-1/HC/ $29.95

TurboStrategy
21 Powerful Ways to Transform Your
Business and Boost Your Profits Quickly
Brian Tracy
978-0-8144-1328-9/PB/ $15.00

I
CAREER

201 Knockout Answers to

Tough Interview Questions
The Ultimate Guide to Handling the
New Competency-Based Interview Style
Linda Matias
978-0-8144-1500-9/PB/ $13.95

ACING THE INTERVIEW
How to Ask and Answer the
Questions That Will Get You the Job
Tony Beshara
978-0-8144-0161-3/PB/$16.95

BLACK FACES IN WHITE PLACES
10 Game-Changing Strategies to
Achieve Success and Find Greatness
Randal Pinkett, Jeffrey Robinson
and Philana Patterson
978-0-8144-1680-8 / HC / $24.95

Building a Partnership
with Your Boss
Jerry Wisinski
978-0-8144-7013-8/ PB/ $12.95

Career Clinic, The
Eight Simple Rules for
Finding Work You Love
Maureen Anderson
978-0-8144-1051-6/ PB/ $15.00

CAREER MATCH
Connecting Who You Are
with What You'll Love to Do
Shoya Zichy and Ann Bidou
978-0-8144-7364-1/PB / $15.00

Cracking the New Joh Market
The 7 Rules for Getting Hired
in Any Economy
R. William Holland, Ph.D.
978-0-8144-1734-8 / PB/ $14.95

Elements of Resume Style, The
Essential Rules and Eye-Opening
Advice for Writing Resumes
and Cover Letters That Work
Scott Bennett
978-0-8144-7280-4 / PB/ $9.95

TITLES IN RED ARE OUR BESTSELLERS

COMPLETE BACKLIST

Enlightened Office Politics™
Understanding, Coping with, and Winning
the Game—Without Losing Your Soul
Michael S. Dobson and
Deborah Singer Dobson
978-0-8144-7406-8 / PB/ $17.95

FBI Career Guide, The
Inside Information on Getting Chosen for
and Succeeding in One of the Toughest,
Most Prestigious Jobs in the World
Joseph W. Koletar
978-0-8144-7317-7 / PB/ $15.00

Girls’ Guide to

Power and Success, The*
Susan Wilson Solovic
978-0-8144-7227-9/ PB/ $14.00

HOW TO LAND A

TOP-PAYING FEDERAL JOB
Your Complete Guide to Opportunities,
Internships, Resumes and Cover Letters,
Application Essays (KSAs), Interviews,
Salaries, Promotions and More!
Lily Whiteman
978-0-8144-0172-9/PB / $24.95

How to Make it Big as a Consultant
FOURTH EDITION
William A. Cohen
978-0-8144-1032-5/ PB/ $18.95

I'd Rather Be Working™
A Step-by-Step Guide to Financial Self-
Support for People with Chronic Iliness
Gayle Backstrom
978-0-8144-7115-9/PB/$14.95

Image of Success, The
Make a Great Impression
and Land the Job You Want
Lizandra Vega
978-0-8144-1454-5/PB / $16.95

INSIDER’S GUIDE TO

BUILDING A SUCCESSFUL

CONSULTING PRACTICE, AN
Bruce L. Katcher and Adam Snyder
978-0-8144-1436-1/PB/ $18.95

Make Your Contacts Count
Networking Know-How for
Business and Career Success
SECOND EDITION
Anne Baber and Lynne Waymon
978-0-8144-7402-0/ PB/ $14.95

MAKE YOUR OWN RULES
A Renegade Guide to
Unconventional Success
Wayne Rogers and Josh Young
978-0-8144-1657-0/ HC / $23.00

Managing Up
59 Ways to Build a Career-Advancing
Relationship with Your Boss
Michael S. Dobson and
Deborah Singer Dobson
978-0-8144-7042-8 / PB/ $17.95
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Managing Your Government Career

Success Strategies That Work
Stewart Liff
978-0-8144-1099-8 / PB/ $19.95

Planning Successful
Meetings and Events™
Ann J. Boehme
978-0-8144-7995-7 / PB/ $12.95

Portable Mentor, The
Your Anywhere, Anytime Career
Coach and Problem Solver
Cy Charney
978-0-8144-7212-5/PB/ $18.95

Publishing Confidential®
The Inside Guide to What It Really
Takes to Land a Nonfiction Book Deal
Paul B. Brown
978-0-8144-7226-2 / PB/ $14.95

Questions That Work™

How to Ask Questions That Will Help You

Succeed in Any Business Situation
Andrew Finlayson
978-0-8144-7329-0/PB/$19.95

Unbeatable Resumes
America’s Top Recruiter Reveals
What REALLY Gets You Hired
Tony Beshara
978-0-8144-1762-1/PB/ $16.95

Valuable Office Professional, The*

Michelle Burke
978-0-8144-7888-2 / PB/ $18.95

Virtual Handshake, The*
Opening Doors and Closing Deals Online
David Teten and Scott Allen
978-0-8144-7286-6 / PB / $19.95

Work Your Strengths
A Scientific Process to Identify
Your Skills and Match Them to
the Best Career for You
Chuck Martin, Richard Guare
and Peg Dawson
978-0-8144-1407-1/HC/ $21.95

Writing for Quick Cash
Turn Your Way with Words
into Real Money
Loriann Hoff Oberlin
978-0-8144-7199-9/PB/ $14.95

COMMUNICATION

101 Ways to Captivate

a Business Audience™
Sue Gaulke
978-0-8144-0096-8/ PB / $16.95

AMA Handbook of

Business Documents, The
Guidelines and Sample Documents
That Make Business Writing Easy
Kevin Wilson and Jennifer Wauson
978-0-8144-1769-0/PB/$19.95
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AMA Handbook of

Business Letters, The®
THIRD EDITION
Jeffrey L. Seglin and Edward Coleman
978-0-8144-0158-3 / PB/ $39.95

AMA Handbook of

Business Writing, The
The Ultimate Guide to Style,
Grammar, Punctuation, Usage,
Construction, and Formatting
Kevin Wilson and Jennifer Wauson
978-0-8144-1589-4 / HC / $34.95

Art of Connecting, The
How to Overcome Differences,
Build Rapport, and Communicate
Effectively with Anyone
Claire Raines and Lara Ewing
978-0-8144-0872-8 / HC / $24.95

Communication

Problem Solver, The
Simple Tools and Techniques
for Busy Managers
Nannette Rundle Carroll
978-0-8144-1308-1/PB/$18.95

Corporate Conversations™
A Guide to Crafting Effective and
Appropriate Internal Communications
Shel Holtz
978-0-8144-1549-8 / PB/ $27.95

How to Prepare, Stage, and
Deliver Winning Presentations™
THIRD EDITION
Thomas Leech
978-0-8144-7231-6 / PB/ $24.95

How to Tell Anyone Anything
Breakthrough Techniques for Handling
Difficult Conversations at Work
Richard S. Gallagher
978-0-8144-1015-8/PB/ $14.95

How to Write Fast Under Pressure
Philip Vassallo
978-0-8144-1485-9/ PB/ $18.95

JUST LISTEN
Discover the Secret to Getting
Through to Absolutely Anyone
Mark Goulston
978-0-8144-1403-3 / HC / $24.95

Language of Success, The
Tom Sant
978-0-8144-7473-0/ PB/ $15.00

Lost Art of the Great Speech, The
How to Write One—How to Deliver It
Richard Dowis
978-0-8144-7054-1/PB/ $14.95

Managing Your Mouth™*
An Owner’s Manual for Your
Most Important Business Asset
Robert L. Genua
978-0-8144-0041-8 /PB/$17.95

Plain Style*
Techniques for Simple, Concise,
Emphatic Business Writing
Richard Lauchman
978-0-8144-1429-3/ PB/ $12.95

Power of Positive Criticism, The”*
Hendrie Weisinger
978-0-8144-7472-3/ PB/ $16.00

Powerful Proposals
How to Give Your Business
the Winning Edge
Terry R. Bacon and David G. Pugh
978-0-8144-7232-3 / HC / $24.95

Punctuation at Work
Simple Principles for Achieving
Clarity and Good Style
Richard Lauchman
978-0-8144-1494-1/PB/ $13.95

Say What You Mean

Get What You Want*
A Businessperson’s Guide
to Direct Communication
Judith C. Tingley
978-0-8144-7447-1/PB/ $16.95

Speak to Win
How to Present with Power
in Any Situation
Brian Tracy
978-0-8144-0157-6/ HC / $19.95

Tell Me How I’'m Doing™
A Fable About the Importance
of Giving Feedback
Richard L. Williams
978-0-8144-0930-5/PB / $14.95

Voice of Success, The
A Woman’s Guide to a
Powerful and Persuasive Voice
Joni Wilson
978-0-8144-1280-0/PB/ $17.95

Voice Power™
Using Your Voice to Captivate,
Persuade, and Command Attention
Renee Grant-Williams
978-0-8144-7105-0/PB/ $17.95

WHOEVER TELLS

THE BEST STORY WINS
How to Use Your Own Stories to
Communicate with Power and Impact
Annette Simmons
978-0-8144-0914-5/ HC / $22.00

Write Up the Corporate Ladder®
Successful Writers Reveal the
Techniques That Help You
Write with Ease and Get Ahead
Kevin Ryan
978-0-8144-7463-1/PB/$19.95

*For P.O.D. (Print on Demand) titles, please contact your distributor for information



——
COMPUTERS,
NETWORKING & LT.

Blissful Data
Wisdom and Strategies for Providing
Data That’s Meaningful, Useful, and
Accessible for All Employees
Margaret Y. Chu
978-0-8144-0780-6 / HC / $27.95

Blog Rules
A Business Guide to Managing Policy,
Public Relations, and Legal Issues
Nancy Flynn
978-0-8144-7355-9/PB / $19.95

Corporate Portals
Revolutionizing Information Access
to Increase Productivity and
Drive the Bottom Line
Heidi Collins
978-0-8144-0593-2 / HC / $29.95

Debugging®
The 9 Indispensable Rules for
Finding Even the Most Elusive
Software and Hardware Problems
David J. Agans
978-0-8144-7457-0/PB/ $17.95

Enterprise Knowledge Portals
Next Generation Portal Solutions for
Dynamic Information Access, Better
Decision Making, and Maximum Results
Heidi Collins
978-0-8144-0708-0/ HC / $35.00

e-Policy Handbook, The
Rules and Best Practices to Safely
Manage Your Company's E-Mail,
Blogs, Social Networking, and Other
Electronic Communication Tools
SECOND EDITION
Nancy Flynn
978-0-8144-1065-3/PB/ $19.95

Get-Started Guide to M-Commerce
and Mobhile Technology, The
Danielle Zilliox
978-0-8144-7130-2/ PB/ $19.95

Green Tech
How to Plan and Implement
Sustainable IT Solutions
Lawrence Webber and Michael Wallace
978-0-8144-1446-0/ HC/ $27.95

Guide to Software Package
Evaluation and Selection, A
The R2ISC Method
Nathan Hollander
978-0-8144-7337-5/ PB/ $34.95

Instant Messaging Rules
A Business Guide to Managing
Policies, Security, and Legal Issues
for Safe IM Communication
Nancy Flynn
978-0-8144-7253-8 /PB/ $19.95

Mobile Technology Question

and Answer Book, The
A Survival Guide for Business Managers
Ron Schneiderman
978-0-8144-7136-4 / PB/ $19.95

Power of Convergence, The
Linking Business Strategies
and Technology Decisions to
Create Sustainable Success
Faisal Hoque, Lawrence M. Walsh,
Diana L. Mirakaj and Jeffrey Bruckner
978-0-8144-1695-2 / HC / $27.95

I
CURRENT EVENTS

Clean Energy Nation
Freeing America from the
Tyranny of Fossil Fuels
Congressman Jerry McNerney
and Martin Cheek
978-0-8144-1372-2 / HC / $27.95

In the Face of Uncertainty
25 Top Leaders Speak Out on
Challenge, Change, and the
Future of American Business
Martha I. Finney
978-0-8144-7161-6 / HC/ $21.95

Joe’s Law
America’s Toughest Sheriff Takes on
Illegal Immigration, Drugs and
Everything Else That Threatens America
Sheriff Joe Arpaio and Len Sherman
978-0-8144-0199-6 / HC / $24.00

Knightfall
Knight Ridder and How the
Erosion of Newspaper Journalism
Is Putting Democracy at Risk
Davis Merritt
978-0-8144-0854-4 / HC / $24.95

Looks
Why They Matter More
Than You Ever Imagined
Gordon Patzer
978-0-8144-8054-0 / HC / $23.00

Outsourcing America
The True Cost of Shipping Jobs Overseas
and What Can Be Done About It
Ron Hira and Dr. Anil Hira
978-0-8144-0989-3/PB/ $14.95

Rebuilding Brand America
What We Must Do to Restore Our
Reputation and Safeguard the Future
of American Business Abroad
Dick Martin
978-0-8144-7333-7 / HC/ $27.95

Reclaiming the Sky
9/11 and the Untold Story of the Men
and Women Who Kept America Flying
Tom Murphy
978-0-8144-0909-1 / HC / $21.95

TITLES IN RED ARE OUR BESTSELLERS

COMPLETE BACKLIST

Unplugged
Reclaiming Our Right to Die in America
William H. Colby
978-0-8144-0160-6 / PB/ $17.95

Where We Stand
A Surprising Look at the
Real State of Our Planet
Seymour Garte
978-0-8144-0910-7 / HC / $24.95

Won't Get Fooled Again
A Voter's Guide to Seeing Through
the Lies, Getting Past the Propaganda
and Choosing the Best Leaders
Joseph H. Boyett
978-0-8144-0931-2 / HC / $24.00

——
CUSTOMER
SERVICE

101 Activities for Delivering

Knock Your Socks Off Service
Ann Thomas and Jill Applegate
978-0-8144-1444-6 / PB/ $34.95

Award Winning Customer Service™®
101 Ways to Guarantee
Great Performance
Renee Evenson
978-0-8144-7454-9 / PB / $17.95

Best Practices in
Customer Service
Ron Zemke and John A. Woods
978-0-8144-7028-2 / PB / $39.95

Coaching Knock

Your Socks Off Service™
Ron Zemke and Kristin Anderson
978-0-8144-7935-3/ PB/ $18.95

CUSTOMER SERVICE TRAINING 101
Quick and Easy Techniques
That Get Great Results
SECOND EDITION
Renee Evenson
978-0-8144-1641-9/PB/ $22.95

EXCEPTIONAL SERVICE,
EXCEPTIONAL PROFIT
The Secrets of Building a Five-Star
Customer Service Organization
Leonardo Inghilleri and Micah Solomon
978-0-8144-1538-2 / HC / $21.95

Great Customer Service

on the Telephone™
Kristin Anderson
978-0-8144-7795-3 / PB/ $10.95

Kindness Revolution, The*
The Company-wide
Culture Shift That Inspires
Phenomenal Customer Service
Ed Horrell
978-0-8144-7307-8 / HC / $23.00
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Knock Your Socks Off Answers
Solving Customer Nightmares and
Soothing Nightmare Customers
Kristin Anderson and Ron Zemke
978-0-8144-7884-4 / PB/ $17.95

Knock Your Socks

Off Service Recovery™®
Ron Zemke and Chip R. Bell
978-0-8144-7084-8/ PB/ $17.95

Managing Knock Your
Socks Off Service
SECOND EDITION
Chip R. Bell and Ron Zemke
978-0-8144-7368-9/PB/$17.95

Real-Time Contact Center, The*
Strategies, Tactics, and Technologies
for Building a Profitable Service
and Sales Operation
Donna Fluss
978-0-8144-1443-9/PB/ $27.95

SECRET SERVICE
Hidden Systems That Deliver
Unforgettable Customer Service
John R. DiJulius
978-0-8144-7171-5/PB/ $17.95

Strategic Customer Service
Managing the Customer Experience
to Increase Positive Word of Mouth,
Build Loyalty, and Maximize Profits
John A. Goodman
978-0-8144-1333-3/HC / $24.95

Sustaining Knock Your
Socks Off Service
Tom Connellan and Ron Zemke
978-0-8144-7824-0/PB/$17.95

What to Say to a Porcupine®
20 Humorous Tales That Get to the
Heart of Great Customer Service
Richard S. Gallagher
978-0-8144-1679-2/ PB/ $12.95

Who's Your Gladys?
How to Turn Even the Most Difficult
Customer into Your Biggest Fan
Marilyn Suttle and Lori Jo Vest
978-0-8144-1439-2 / HC / $22.95

Winning Behavior®
What the Smartest, Most Successful
Companies Do Differently
Terry R. Bacon and David G. Pugh
978-0-8144-1367-8/ PB/ $27.95

I
EDUCATION

Black-White Achievement Gap, The
Why Closing It Is the Greatest
Civil Rights Issue of Our Time
Dr. Rod Paige and Dr. Elaine Witty
978-0-8144-1519-1/HC/ $22.00

22

Parent’s Guide to

Special Education, A
Insider Advice on How to Navigate the
System and Help Your Child Succeed
Linda WilmshurstP and Alan W. Brue
978-0-8144-1604-4 / PB / $29.95

Scholarships 101*
The Real-World Guide to
Getting Cash for College
Kimberly Ann Stezala
978-0-8144-0981-7 /PB/ $17.95

I
FINANCE &
ACCOUNTING

Accounting and Financial

Fundamentals for

NonFinancial Executives
Robert Rachlin and Allen Sweeney
978-0-8144-7928-5/ PB/ $19.95

Accounting Demystified
Jeffry R. Haber
978-0-8144-0790-5/ PB / $16.95

AMA Handbook of
Due Diligence, The
REVISED AND UPDATED EDITION
William M. Crilly and Andrew J. Sherman
978-0-8144-1382-1 / HC / $295.00
Short Discount

AMA Handbook of Financial
Risk Management, The
John J. Hampton
978-0-8144-1744-7 | HC / $75.00

Blueprint for Corporate
Governance, A
Strategy, Accountability, and the
Preservation of Shareholder Value
Fred R. Kaen
978-0-8144-0586-4 / HC / $29.95

Buyout
The Insider's Guide to
Buying Your Own Company
Rick Rickertsen and Robert E. Gunther
978-0-8144-0626-7 / HC / $32.95

Cost Management Toolbox, The®
A Manager’s Guide to Controlling
Costs and Boosting Profits
Lianabel Oliver
978-0-8144-7448-8 / PB / $34.95

Essentials of Finance
and Accounting for
Nonfinancial Managers, The
SECOND EDITION
Edward Fields
978-0-8144-1624-2 / PB/ $19.95

Mergers and Acquisitions
fromAto Z
THIRD EDITION
Andrew J. Sherman
978-0-8144-1383-8 / HC / $35.00

MILLION-DOLLAR

FINANCIAL ADVISOR, THE
Powerful Lessons and Proven
Strategies from Top Producers
David J. Mullen
978-0-8144-1472-9 / HC / $30.00

MILLION-DOLLAR FINANCIAL
SERVICES PRACTICE, THE
A Proven System for
Becoming a Top Producer
David J. Mullen
978-0-8144-8052-6 / HC / $30.00

Optimal Trading Strategies
Quantitative Approaches for Managing
Market Impact and Trading Risk
Robert Kissell and Morton Glantz
978-0-8144-0724-0/ HC / $69.95

Raising Capital
Get the Money You Need
to Grow Your Business
SECOND EDITION
Andrew J. Sherman
978-0-8144-0856-8 / HC / $34.95

Technical Analysis of Stock Trends
NINTH EDITION
Robert D. Edwards, John Magee
and W.H.C. Bassetti
978-0-8144-0864-3 / HC / $99.95

——
GENERAL BUSINESS

24-Hour Business, The
Maximizing Productivity Through
Round-the-Clock Operations
Richard M. Coleman
978-0-8144-0240-5/HC / $27.95

Absolute Honesty
Building a Corporate Culture That Values
Straight Talk and Rewards Integrity
Larry Johnson and Bob Phillips
978-0-8144-0781-3 / HC / $27.95

Behavioral Advantage, The*
What the Smartest, Most Successful
Companies Do Differently to Win
in the B2B Arena
Terry R. Bacon and David G. Pugh
978-0-8144-1670-9/ PB / $25.00

Beyond the Lean Revolution
Achieving Successful and Sustainable
Enterprise Transformation
Deborah J. Nightingale
and Jayakanth Srinivasan
978-0-8144-1709-6 / HC / $34.95

Billy, Alfred, and General Motors
The Story of Two Unique Men,
a Legendary Company, and a
Remarkable Time in American History
William Pelfrey
978-0-8144-0869-8 / HC / $27.95

*For P.O.D. (Print on Demand) titles, please contact your distributor for information



Business Confidential
Lessons for Corporate Success
from Inside the CIA
Peter Earnest and Maryann Karinch
978-0-8144-1448-4 / HC / $24.95

Business Tale, A
A Story of Ethics, Choices, Success —
and a Very Large Rabbit
Marianne M. Jennings
978-0-8144-7322-1/PB/$12.95

Business Under Fire
How Israeli Companies Are
Succeeding in the Face of Terror —
and What We Can Learn from Them
Dan Carrison
978-0-8144-0839-1/HC / $24.95

Celebration of Fools
An Inside Look at the
Rise and Fall of JCPenney
Bill Hare
978-0-8144-7159-3 / HC / $24.95

Chaotics
The Business of Managing and
Marketing in the Age of Turbulence
Philip Kotler and John A. Caslione
978-0-8144-1521-4 / HC / $25.00

Coolfarming
Turn Your Great Idea
into the Next Big Thing
Peter Gloor
978-0-8144-1386-9/ HC / $29.95

Coolhunting
Chasing Down the Next Big Thing
Peter Gloor and Scott Cooper
978-0-8144-7386-3 / HC / $24.95

Cracking the Corporate Code
The Revealing Success Stories of
32 African-American Executives
Price M. Cobbs and Judith L. Turnock
978-0-8144-0771-4 / HC/ $24.95

Cultural Intelligence Difference, The

Master the One Skill You Can't Do
Without in Today’s Global Economy
David Livermore, Ph.D.
978-0-8144-1706-5/ HC / $22.00

Deadline!
How Premier Organizations
Win the Race Against Time
Dan Carrison
978-0-8144-0726-4 / HC / $24.95

DoCoMo —

Japan’s Wireless Tsunami
How One Mobile Telecom Created a New
Market and Became a Global Force
John Beck and Mitchell Wade
978-0-8144-0753-0/ HC / $25.00

Elements of Power, The
Lessons on Leadership and Influence
Terry R. Bacon
978-0-8144-1511-5/HC/ $27.95

Employer’s Legal Advisor, The
Thomas M. Hanna
978-0-8144-0918-3 / HC / $24.00

First in Thirst*
How Gatorade Turned the Science of
Sweat Into a Cultural Phenomenon
Darren Rovell
978-0-8144-1095-0/PB/$19.95

Franchising & Licensing
Two Powerful Ways to Grow
Your Business in Any Economy
FOURTH EDITION
Andrew J. Sherman
978-0-8144-1556-6 / HC / $45.00

Future Savvy
Identifying Trends to Make Better
Decisions, Manage Uncertainty,
and Profit from Change
Adam Gordon
978-0-8144-0912-1/ HC / $24.95

Future, Inc.
How Businesses Can Anticipate
and Profit from What's Next
Eric Garland
978-0-8144-0897-1 / HC / $24.95

Good Governance for Nonprofits*
Developing Principles and
Policies for an Effective Board
Frederic L. Laughlin
and Robert C. Andringa
978-0-8144-1594-8 / PB / $27.95

How Great Decisions Get Made™®
10 Easy Steps for Reaching Agreement
on Even the Toughest Issues
Don Maruska
978-0-8144-7398-6/ PB/ $17.95

Investing in a Sustainable World
Why GREEN Is the New Color
of Money on Wall Street
Matthew J. Kiernan
978-0-8144-1092-9/ HC / $27.95

New Elite, The
Inside the Minds of the Truly Wealthy
Dr. Jim Taylor, Doug Harrison
and Stephen Kraus
978-0-8144-0048-7 / HC / $24.95

New New Economy, The
Yet Another Clueless Manifesto
for the Post-Digital Age
Tim McEachern and Chris O'Brien
978-0-8144-7143-2/PB/$17.95

No Limit
The Texas Hold’Em Guide
to Winning in Business
Donald G. Krause and Jeff Carter
978-0-8144-8064-9/ HC / $19.95

NOW, BUILD A GREAT BUSINESS!
7 Ways to Maximize
Your Profits in Any Market
Mark Thompson and Brian Tracy
978-0-8144-1697-6 / HC / $24.95

TITLES IN RED ARE OUR BESTSELLERS

COMPLETE BACKLIST

Passionate Organization, The*
Igniting the Fire of
Employee Commitment
James R. Lucas
978-0-8144-1482-8 / PB/ $26.95

e i el
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Protecting Your Company’s DIFFERENCE
Intellectual Property

A Practical Guide to Trademarks,

Copyrights, Patents & Trade Secrets

Deborah E. Bouchoux

978-0-8144-7381-8 / PB/ $35.00 = : - ". O "_N' -

Qualcomm Equation, The
How a Fledgling Telecom Company
Forged a New Path to Big Profits
and Market Dominance
Dave Mock
978-0-8144-0997-8 / PB / $19.95

Rethinking Risk
How Companies Sabotage Themselves
and What They Must Do Differently
Joseph W. Koletar
978-0-8144-1496-5/ HC / $29.95
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Seven Secrets for Negotiating
with Government
How to Deal with Local, State,
National, or Foreign Governments —
and Come Out Ahead
Jeswald W. Salacuse
978-0-8144-0908-4 / HC / $24.95

Signs of Success
The Remarkable Power
of Business Astrology
Steven Mark Weiss
978-0-8144-7441-9 / HC / $24.00

Sustainable Enterprise
Fieldbook, The
When it All Comes Together
Jeana Wirtenberg, William G. Russell
and David Lipsky
978-0-8144-1278-7 / HC / $35.00
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Take No Prisoners
A No-Holds-Barred Approach
to Corporate Excellence
Marvin A. Davis
978-0-8144-8060-1 / HC / $24.95

Telebomb
The Truth Behind the $500-Billion
Telecom Bust and What the
Industry Must Do to Recover
John Handley
978-0-8144-0833-9 / HC / $24.95

Unforeseen Circumstances
Strategies and Technologies for
Protecting Your Business and Your
People in a Less Secure World
Alexis D. Gutzman
978-0-8144-7158-6 / HC / $25.00

Workplace Wars and

How to End Them
Turning Personal Conflicts
into Productive Teamwork

[
BUSINESS!
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PAKTHIMPE08 - FRA TRAGY
Kenneth Kaye -y F e
978-0-8144-0215-3 / HC / $21.95
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Wright Way, The*
7 Problem-Solving Principles
from the Wright Brothers That
Can Make Your Business Soar
Mark Eppler
978-0-8144-1461-3/PB/$19.95

——
HEALTH & FITNESS

Alzheimer’s Advisor, The
A Caregiver's Guide to Dealing with
the Tough Legal and Practical Issues
Vaughn E. James
978-0-8144-0924-4 / PB/ $19.95

Beating Lyme™*
Understanding and Treating This Complex
and Often Misdiagnosed Disease
Dr. Lesley Ann Fein and Constance A Bean
978-0-8144-0944-2 / PB/ $15.95

FITNESS AFTER 40
How to Stay Strong at Any Age
Vonda Wright and Ruth Winter
978-0-8144-0994-7 / PB/ $17.95

Hope or Hype
The Obsession with Medical Advances
and the High Cost of False Promises
Richard A. Deyo and Donald L. Patrick
978-0-8144-0845-2 / HC / $24.95

Stand by Her
A Breast Cancer Guide for Men
John W. Anderson
978-0-8144-1391-3/PB/$18.95

Surviving the Cancer System
An Empowering Guide to
Taking Control of Your Care
Mark Fesen
978-0-8144-1356-2 / PB/ $18.95

HISTORY

American Entrepreneur
The Fascinating Stories of
the People Who Defined
Business in the United States
Larry Schweikart and Lynne Pierson Doti
978-0-8144-1411-8/HC/ $29.95

Deadly Blue
Battle Stories of the U.S. Air Force
Special Operations Command
Fred Pushies
978-0-8144-1360-9 / HC / $24.95
Rich
The Rise and Fall of
American Wealth Culture

Larry Samuel
978-0-8144-1362-3 / HC / $24.95
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HOUSE & HOME

First-Time Homeowner’s
Survival Guide, The
A Crash Course in Dealing with
Repairs, Renovations, Property Tax
Issues, and Other Potential Disasters
Sid Davis
978-0-8144-7372-6/PB/ $16.00

Your Eco-Friendly Home
Buying, Building, or Remodeling Green
Sid Davis
978-0-8144-1037-0/PB/ $17.95

HUMAN
RESOURCES

101 Strategies for
Recruiting Success
Where, When, and How to Find
the Right People Every Time
Christopher W. Pritchard
978-0-8144-7407-5/PB/ $19.95

AMA DISC Survey
Robert Cooke
978-0-8144-7090-9/ PB / $16.00

Assimilating New Leaders™
The Key to Executive Retention
Diane Downey, Tom March
and Adena Berkman
978-0-8144-0645-8 / HC / $29.95

Auditing Your

Human Resources Department
A Step-by-Step Guide to Assessing
the Key Areas of Your Program
SECOND EDITION
John H. McConnell
978-0-8144-1661-7 / HC / $79.95

Complete Guide to Conflict
Resolution in the Workplace, The*
Marick F. Masters and Robert R. Albright

978-0-8144-1718-8/ PB/ $39.95

Complete Guide to
Performance Appraisal, The*
Dick Grote
978-0-8144-2005-8 / PB/ $49.95

Complete Human Resources
Writing Guide, The*

Diane Arthur

978-0-8144-7309-2 / PB / $55.00

Complete Reference Checking
Handbook, The
The Proven (and Legal) Way
to Prevent Hiring Mistakes
Edward C. Andler and Dara Herbst
978-0-8144-0744-8 / HC / $29.95

Employee Recruitment and

Retention Handbook, The
Diane Arthur
978-0-8144-0552-9 / HC / $49.95
Short Discount

Ensuring Fairness in

Health Care Coverage
An Employer's Guide to Making
Good Decisions on Tough Issues
Matthew K. Wynia and Abraham P. Schwab
978-0-8144-7384-9 / HC / $29.95

Everything HR Kit, The
A Complete Guide to Attracting,
Retaining, and Motivating High-
Performance Employees
John Putzier and David Baker
978-0-8144-1609-9/ PB/ $27.95

Fair, Square & Legal
Safe Hiring, Managing & Firing Practices
to Keep You & Your Company Out of Court
FOURTH EDITION
Donald H. Weiss
978-0-8144-0813-1 / HC / $35.00

How to Design & Implement

a Results-Oriented

Variable Pay System
John G. Belcher
978-0-8144-0296-2 / HC / $55.00
Short Discount

How to Design, Implement, and

Interpret and Employee Survey®
John H. McConnell
978-0-8144-7338-2 / PB/ $34.95

How to Develop a

Personnel Policy Manual
Joseph W. R. Lawson
978-0-8144-7310-8/ PB/ $49.95

How to Develop an

Employee Handbook™
Joseph W. R. Lawson
978-0-8144-7466-2 / PB/ $49.95

HR ANSWER BOOK, THE
An Indispensable Guide for Managers
and Human Resources Professionals
SECOND EDITION
Shawn Smith and Rebecca Mazin
978-0-8144-1717-1/HC/ $24.95

HR from the Heart
Inspiring Stories and Strategies
for Building the People Side
of Great Business
Libby Sartain and Martha I. Finney
978-0-8144-0756-1 / HC / $24.95

Investing in Your
Company’s Human Capital®
Strategies to Avoid Spending

Too Little — or Too Much
Jack J. Phillips
978-0-8144-1402-6 / PB / $29.95

Managing Human Resources in
Small & Mid-Sized Companies™
Diane Arthur
978-0-8144-7311-5/ PB / $59.95

*For P.O.D. (Print on Demand) titles, please contact your distributor for information



NEW HR ANALYTICS, THE
Predicting the Economic Value of Your
Company’s Human Capital Investments
Dr. Jac Fitz-enz
978-0-8144-1643-3 / HC / $29.95

New Human Capital Strategy, The
Improving the Value of Your Most
Important Investment—Year After Year
Bradley W. Hall
978-0-8144-2003-4 / PB / $22.95

New Workforce, The”*
Five Sweeping Trends That Will
Shape Your Company’s Future
Harriet Hankin
978-0-8144-1498-9/PB / $27.95

Perfectly Able
How to Attract and Hire
Talented People with Disabilities
Jim Hasse
978-0-8144-1564-1/ HC / $27.95

Recruiting, Interviewing, Selecting
& Orienting New Employees

FOURTH EDITION

Diane Arthur

978-0-8144-0861-2 / HC/ $49.95

Short Discount

Roadmap to Strategic HR
Turning a Great Idea
into a Business Reality
Ralph Christensen
978-0-8144-0867-4 / HC / $29.95

ROI of Human Capital, The
Measuring the Economic Value
of Employee Performance
SECOND EDITION
Dr. Jac Fitz-enz
978-0-8144-1332-6 / HC / $29.95

Strategic Staffing
A Comprehensive System for
Effective Workforce Planning
SECOND EDITION
Thomas P. Bechet
978-0-8144-0938-1 / HC / $49.95

Transforming

Performance Measurement
Rethinking the Way We Measure
and Drive Organizational Success
Dean R. Spitzer
978-0-8144-0891-9/ HC / $29.95

Trouble with HR, The
An Insider’s Guide to Finding
and Keeping the Best People
Johnny C. Taylor and Gary M. Stern
978-0-8144-1344-9/ HC / $27.95

Writing Effective
Policies and Procedures
A Step-by-Step Resource
for Clear Communication
Nancy J. Campbell
978-0-8144-7960-5 / Combbound / $60.00
Short Discount

I
INTERNATIONAL
BUSINESS

Chocolate Fortunes
The Battle for the Hearts, Minds,
and Wallets of China’s Consumers
Lawrence L. Allen
978-0-8144-1432-3 / HC / $27.95

Export/Import Procedures

and Documentation
REVISED & UPDATED FOURTH EDITION
Thomas E. Johnson and Donna L. Bade
978-0-8144-1550-4 / HC / $85.00
Short Discount

Global Sourcing Logistics
How to Manage Risk and Gain Competitive
Advantage in a Worldwide Marketplace
Thomas A. Cook
978-0-8144-0892-6 / HC / $69.95

India Arriving
How This Economic Powerhouse
Is Redefining Global Business
Rafiq Dossani
978-0-8144-7424-2 | HC / $24.00

International Logistics
SECOND EDITION
Donald F. Wood, Anthony Barone,
Paul Murphy and Daniel L. Wardlow
978-0-8144-0666-3 / HC / $79.95
Short Discount

New Korea, The
An Inside Look at South Korea's
Economic Rise
Myung Oak Kim and Sam Jaffe
978-0-8144-1489-7 / HC / $24.95

——
INTERNET &
E-BUSINESS

Amazon Top Seller Secrets
Insider Tips from Amazon’s
Most Successful Sellers
Brad Schepp and Debra Schepp
978-0-8144-1034-9/ PB / $24.95

e-Riches 2.0
Next-Generation Marketing Strategies
for Making Millions Online
Scott Fox
978-0-8144-1462-0/ HC / $25.00

eBay Business the Smart Way
Maximize Your Profits on
the Web’s #1 Auction Site
THIRD EDITION
Joseph T. Sinclair
978-0-8144-7394-8 / PB / $24.95

eBay Global the Smart Way
Buying and Selling Internationally
on the World's #1 Auction Site
Joseph T. Sinclair and Ron Ubels
978-0-8144-7241-5/PB/ $19.95

TITLES IN RED ARE OUR BESTSELLERS
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eBay Photography the Smart Way
Creating Great Product Pictures
that Will Attract Higher Bids and
Sell Your Items Faster
Joseph T. Sinclair and Stanley Livingston
978-0-8144-7293-4/ PB/ $19.95

eBay Seller’s Tax and Legal
Answer Book, The
Everything You Need to Know to
Keep the Government Off Your Back
and Out of Your Wallet
Cliff Ennico
978-0-8144-7425-9/PB/$19.95

Go Google
20 Ways to Reach More Customers
and Build Revenue with
Google Business Tools
Greg Holden
978-0-8144-8059-5/PB/ $19.95

How to Succeed in Business
Using LinkedIn
Making Connections and Capturing
Opportunities on the World's #1
Business Networking Site
Eric Butow and Kathleen Taylor
978-0-8144-1074-5/PB/$19.95

INTERNET RICHES
The Simple Money-Making
Secrets of Online Millionaires
Scott Fox
978-0-8144-0995-4 / PB/ $17.95
978-0-8144-7356-6 / HC / $22.00

Managing Online Forums
Everything You Need to Know to
Create and Run Successful
Community Discussion Boards
Patrick O'Keefe
978-0-8144-0197-2/ PB/ $24.00

Web Conferencing Book, The
Sue Spielman and Liz Winfeld
978-0-8144-7174-6 / PB/ $24.95

Wild West 2.0
How to Protect and Restore
Your Reputation on the
Untamed Social Frontier
Michael Fertik and David Thompson
978-0-8144-1509-2 / HC / $24.95

I
LEADERSHIP

100-Mile Walk, The
A Father and Son on a Quest to
Find the Essence of Leadership
Sander A. Flaum, Jonathon A. Flaum
and Mechele Flaum
978-0-8144-0863-6 / HC / $24.95

108 Skills of Natural Born
Leaders, The
Warren Blank
978-0-8144-0646-5/ HC / $24.95
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12 Steps to Power Presence™
How to Assert Your Authority to Lead
John Baldoni
978-0-8144-1691-4/ PB/ $9.95

78 Important Questions Every

Leader Should Ask and Answer*
Chris Clarke-Epstein
978-0-8144-7414-3/ PB/ $17.95

AMA Handbook of Leadership, The
Marshall Goldsmith, John Baldoni
and Sarah McArthur
978-0-8144-1513-9/HC/ $29.95

Bible on Leadership, The
From Moses to Matthew — Management
Lessons for Contemporary Leaders
Lorin Woolfe
978-0-8144-0682-3 / HC / $22.00

Generating Buy-In*
Mastering the Language of Leadership
Mark S. Walton
978-0-8144-0905-3/ PB/ $15.95

Golf and the Game of Leadership™*
An 18-Hole Guide for Success
in Business and in Life
Donald E. McHugh
978-0-8144-0099-9/ PB / $18.95

Growing Your Company’s Leaders™
How Great Organizations Use
Succession Management to
Sustain Competitive Advantage
Robert M. Fulmer and Jay A. Conger
978-0-8144-1634-1/PB/ $27.95

HOW THE BEST LEADERS LEAD
Proven Secrets to Getting the
Most Out of Yourself and Others
Brian Tracy
978-0-8144-1434-7 | HC / $24.95

Into the Unknown™
Leadership Lessons from Lewis & Clark’s
Daring Westward Expedition
Jack Uldrich
978-0-8144-0999-2 / PB/ $19.95

John F. Kennedy on Leadership™
The Lessons and Legacy of a President
John A. Barnes
978-0-8144-7455-6 / PB/ $16.00

Lead by Example
50 Ways Great Leaders Inspire Results
John Baldoni
978-0-8144-1294-7 / HC/ $21.95

Lead Your Boss
The Subtle Art of Managing Up
John Baldoni
978-0-8144-1505-4 / HC / $21.95

Leader as Communicator, The*
Strategies and Tactics to Build Loyalty,
Focus Effort, and Spark Creativity
Robert Mai and Alan Akerson
978-0-8144-0996-1/PB/ $19.95
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Leader’s Tool Kit, The
Hundreds of Tips and Techniques for
Developing the Skills You Need
Cy Charney
978-0-8144-0847-6/ PB/ $17.95

LEADING AT THE EDGE
Leadership Lessons from the
Extraordinary Saga of Shackleton’s
Antarctic Expedition
Dennis N. T. Perkins, Margaret P. Holtman,
Paul R. Kessler and Catherine McCarthy
978-0-8144-0543-7 / HC / $24.95

Leading Leaders*
How to Manage Smart, Talented,
Rich, and Powerful People
Jeswald W. Salacuse
978-0-8144-1766-9/PB / $21.95

Leading with Cultural Intelligence
The New Secret to Success
David Livermore
978-0-8144-1487-3 / HC / $24.95

Leading with Kindness
How Good People Consistently
Get Superior Results
William F. Baker and Michael O'Malley
978-0-8144-0156-9/ HC / $24.95

Little Book of Leadership
Development, The
50 Ways to Bring Out the
Leader in Every Employee
Scott J. Allen and Mitchell Kusy
978-0-8144-1754-6 / HC / $19.95

Nature of Leadership, The
Reptiles, Mammals, and the Challenge
of Becoming a Great Leader
B. Joseph White and Yaron Prywes
978-0-8144-0894-0/ HC / $21.95

Preparing for Leadership
What It Takes to Take the Lead
Donna J. Dennis and Debbie Meola
978-0-8144-1452-1/PB/ $17.95

Secrets of

Special Ops Leadership™®
Dare the Impossible —
Achieve the Extraordinary
William A. Cohen
978-0-8144-1350-0/PB/ $19.95

Semper Fi
Business Leadership the Marine Corps Way
Dan Carrison and Rod Walsh
978-0-8144-7272-9/PB/ $15.00

Soldier, Statesman, Peacemaker™
Leadership Lessons from
George C. Marshall
Jack Uldrich
978-0-8144-1596-2 / PB/ $19.95

Time Mastery™
How Temporal Intelligence Will Make
You a Stronger, More Effective Leader
John K. Clemens and Scott Dalrymple
978-0-8144-1064-6 / PB/ $21.95

Transnational

Leadership Development
Preparing the Next Generation for the
Borderless Business World
Beth Fisher-Yoshida and Kathy D. Geller
978-0-8144-1039-4 / HC / $29.95

Wisdom of

Alexander the Great, The*
Enduring Leadership Lessons From
the Man Who Created an Empire
Lance B. Kurke
978-0-8144-0098-2 / PB/ $17.95

I
MANAGEMENT

101 SAMPLE WRITE-UPS FOR
DOCUMENTING EMPLOYEE
PERFORMANCE PROBLEMS

A Guide to Progressive

Discipline & Termination

SECOND EDITION

Paul Falcone

978-0-8144-1546-7 / PB / $35.00

978-0-8144-1548-1 / Combbound / $49.95

Short Discount

101 TOUGH CONVERSATIONS
TO HAVE WITH EMPLOYEES
A Manager’s Guide to Addressing
Performance, Conduct, and Discipline
Challenges
Paul Falcone
978-0-8144-1348-7 / PB/ $18.95

2600 PHRASES FOR EFFECTIVE
PERFORMANCE REVIEWS
Ready-to-Use Words and Phrases
That Really Get Results
Paul Falcone
978-0-8144-7282-8 / PB/ $10.95

30 Reasons Employees

Hate Their Managers™
What Your People May Be Thinking
and What You Can Do About It
Bruce L. Katcher and Adam Snyder
978-0-8144-1764-5/PB/ $18.95

7 Hidden Reasons
Employees Leave, The
How to Recognize the Subtle Signs
and Act Before It's Too Late
Leigh Branham
978-0-8144-0851-3/ HC / $24.95

8 Practices of Exceptional
Companies, The
How Great Organizations Make
the Most of Their Human Assets
Dr. Jac Fitz-enz
978-0-8144-7323-8/ PB/ $19.95

96 GREAT INTERVIEW QUESTIONS
TO ASK BEFORE YOU HIRE

SECOND EDITION

Paul Falcone

978-0-8144-1351-7/PB/ $17.95

*For P.O.D. (Print on Demand) titles, please contact your distributor for information



Accidental Manager, The*
Get the Skills You Need
to Excel in Your New Career
Gary S. Topchik
978-0-8144-7449-5/PB/ $17.95

Action Tools for

Effective Managers™
A Guide for Solving Day-to-Day
Problems on the Job
Margaret Mary Gootnick
and David Gootnick
978-0-8144-7029-9/PB/ $18.95

AMA Guide to Management
Development, The
Daniel R. Tobin and Margaret Pettingell
978-0-8144-0899-5/ HC / $34.95

Army of Entrepreneurs
Create an Engaged and Empowered Work-
force for Exceptional Business Growth
Jennifer Prosek
978-0-8144-1673-0/ HC / $23.00

Becoming an Exceptional
Executive Coach
Use Your Knowledge, Experience,
and Intuition to Help Leaders Excel
Michael Frisch, Robert Lee,
Karen L. Metzger, Jeremy Robinson,
and Judy Rosemarin
978-0-8144-1687-7 / HC / $34.95

Becoming an
Extraordinary Manager
The 5 Essentials for Success
Leonard Sandler
978-0-8144-8065-6 / PB/ $17.95

Bench Strength
Developing the Depth and Versatility of
Your Organization’s Leadership Talent
Dr. Robert W. Barner
978-0-8144-0884-1/ HC / $29.95

Beyond Race and Gender™
Unleashing the Power of Your Total
Workforce by Managing Diversity
R. Roosevelt Thomas
978-0-8144-7807-3/PB/ $17.95

Building a House for Diversity
How a Fable About a Giraffe &
an Elephant Offers New Strategies
for Today's Workforce
R. Roosevelt Thomas
and Marjorie I. Woodruff
978-0-8144-0463-8 / HC / $27.95

Building on the

Promise of Diversity™
How We Can Move to the Next Level
in Our Workplaces, Our Communities,
and Our Society
R. Roosevelt Thomas
978-0-8144-1705-8/ PB/ $21.95

Busy Manager’s Guide

to Delegation, The
Richard A. Luecke and Perry Mcintosh
978-0-8144-1474-3/ PB/ $12.00

Class with Drucker, A
The Lost Lessons of the World's
Greatest Management Teacher
William A. Cohen
978-0-8144-1418-7/PB/$17.95

Coaching Connection, The
A Manager’s Guide to Developing
Individual Potential in the Context
of the Organization
John Hoover and Paul Gorrell
978-0-8144-1414-9/HC/ $29.95

Coaching for
Emotional Intelligence
The Secret to Developing the Star
Potential in Your Employees
Bob Wall
978-0-8144-0890-2 / HC / $24.95

Coaching, Counseling & Mentoring
How to Choose & Use the Right Tech-
nique to Boost Employee Performance
SECOND EDITION
Florence M. Stone
978-0-8144-7385-6 / HC / $24.95

Complete Guide to Hiring and
Firing Government Employees, The
Stewart Liff
978-0-8144-1450-7 / HC / $24.95

Conflict 101
A Manager's Guide to Resolving Problems
So Everyone Can Get Back to Work
Susan H. Shearouse
978-0-8144-1711-9/PB/$17.95

Critical Thinking Toolkit, The
Spark Your Team’s Creativity with
35 Problem-Solving Activities
Dr. Marlene Caroselli
978-0-8144-1740-9/PB/ $34.95

Danger in the Comfort Zone*
From Boardroom to Mailroom —
How to Break the Entitlement Habit
That's Killing American Business
Judith M. Bardwick
978-0-8144-7886-8 / PB/ $17.95

Designing Dynamic Organizations
A Hands-on Guide for Leaders at All Levels
Jay Galbraith, Diane Downey
and Amy Kates
978-0-8144-7119-7 / PB/ $29.95

Discipline Without Punishment
The Proven Strategy That Turns Problem
Employees into Superior Performers
SECOND EDITION
Dick Grote
978-0-8144-7330-6/ PB/ $19.95

Diversity Code, The
Unlock the Secrets to Making
Differences Work in the Real World
Michelle T. Johnson
978-0-8144-1632-7 / PB/ $19.95

TITLES IN RED ARE OUR BESTSELLERS

COMPLETE BACKLIST

Diversity Index, The
The Alarming Truth About
Diversity in Corporate America...
and What Can Be Done About It
Susan E. Reed
978-0-8144-1649-5/HC/ $27.95

Effective Succession Planning
Ensuring Leadership Continuity
and Building Talent from Within
FOURTH EDITION
William J. Rothwell
978-0-8144-1416-3 / HC / $65.00
Short Discount

Effective Supervisor's Handhook
Louis V. Imundo
978-0-8144-7829-5/PB/ $17.95

End of Office Politics as Usual, The
A Complete Strategy for Creating a More
Productive and Profitable Organization
Lawrence B. MacGregor Serven
978-0-8144-0664-9 / HC / $24.95

EQ Interview, The
Finding Employees with High
Emotional Intelligence
Adele B. Lynn
978-0-8144-0941-1 /PB/$16.00

Finding & Keeping

Great Employees™
Jim Harris and Joan Brannick
978-0-8144-0036-4 / PB / $19.95

First-Time Manager’s Guide to
Performance Appraisals, The
Diane Arthur
978-0-8144-7440-2 / PB/ $15.00

From Difficult to Disturbed*
Understanding and Managing
Dysfunctional Employees
Laurence Miller
978-0-8144-1667-9/PB/$19.95

From the Bureau to the Boardroom
30 Management Lessons from the FBI
Dan Carrison
978-0-8144-1063-9 / HC / $24.95

Full Engagement!
Inspire, Motivate, and Bring Out
the Best in Your People
Brian Tracy
978-0-8144-1689-1 / HC / $22.00

Generations at Work
Managing the Clash of Veterans, Boomers,
Xers, and Nexters in Your Workplace
Ron Zemke, Claire Raines
and Bob Filipczak
978-0-8144-0480-5/ HC / $27.00

GENERATIONS, INC.
From Boomers to Linksters—Managing
the Friction Between Generations at Work
Meagan Johnson and Larry Johnson
978-0-8144-1573-3/PB/$16.95
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Get Weird!
101 Innovative Ways to Make Your
Company a Great Place to Work
John Putzier
978-0-8144-7114-2/PB/$17.95

Getting to Innovation
How Asking the Right Questions Generates
the Great Ideas Your Company Needs
Arthur B. VanGundy
978-0-8144-0898-8 / HC / $29.95

HIGH-IMPACT

INTERVIEW QUESTIONS
701 Behavior-Based Questions to
Find the Right Person for Every Job
Victoria A. Hoevemeyer
978-0-8144-7301-6/PB/ $17.95

Hiring and Firing Question

and Answer Book, The”*
Paul Falcone
978-0-8144-7412-9/ PB/ $21.95

Improving Employee Performance
Through Appraisal and Coaching™
SECOND EDITION
Donald L. Kirkpatrick
978-0-8144-1600-6 / PB / $24.95

Improving the Performance of
Government Employees

A Manager’s Guide

Stewart Liff

978-0-8144-1622-8/ HC / $27.95

Innovation Killer, The
How What We Know Limits
What We Can Imagine — and What
Smart Companies Are Doing About It
Cynthia Barton Rabe
978-0-8144-0883-4 / HC / $26.00

Instant Manager, The*
More Than 100 Quick Tips and
Techniques for Great Results
Cy Charney
978-0-8144-7213-2/ PB/ $18.95

Invaluable Knowledge
Securing Your Company’s
Technical Expertise
William J. Rothwell
978-0-8144-1639-6 / HC / $27.95

KEEPING EMPLOYEES

ACCOUNTABLE FOR RESULTS
Quick Tips for Busy Managers
Brian Cole Miller
978-0-8144-7320-7 / PB/ $17.95

Keeping the People Who
Keep You in Business
24 Ways to Hang On to
Your Most Valuable Talent
Leigh Branham
978-0-8144-0597-0/ HC / $27.95

Leadership Advantage, The
How the Best Companies Are
Developing Their Talent to Pave
the Way for Future Success
Robert M. Fulmer and Jared L. Bleak
978-0-8144-0925-1 / HC / $27.95
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Listening to Conflict”
Finding Constructive Solutions
to Workplace Disputes
Erik J. Van Slyke
978-0-8144-1626-6 / PB/ $19.95

Management 500, The
A High-Octane Formula
for Business Success
Dan Coughlin
978-0-8144-1423-1/HC/ $22.00

Management Skills

for New Managers
Carol W. Ellis
978-0-8144-0830-8 / PB/ $15.00

Management Would Be Easy...

If It Weren't for the People
Patricia J. Addesso
978-0-8144-0707-3 / HC / $24.95

Management?

It's Not What You Think!
Henry Mintzberg, Bruce Ahlstrand
and Joseph Lampel
978-0-8144-1684-6 / HC / $22.00

Manager’s Desk Reference, The*®
Cynthia Berryman-Fink and Charles B. Fink
978-0-8144-0039-5/ PB / $24.95

MANAGER’S GUIDE

TO COACHING, A
Simple and Effective Ways to Get
the Best From Your Employees
Anne Loehr and Brian Emerson
978-0-8144-0982-4 / PB / $16.95

Manager’s Guide to HR, The
Hiring, Firing, Performance Evaluations,
Documentation, Benefits, and
Everything Else You Need to Know
Max Muller
978-0-8144-1076-9/ HC / $24.95

Manager’s Guide to Improving

Workplace Performance, A
Roger Chevalier
978-0-8144-7418-1/PB/ $19.95

Manager’s Guide to Maximizing
Employee Potential, The
Quick and Easy Strategies to
Develop Talent Every Day
William J. Rothwell
978-0-8144-1430-9/PB/$17.95

Manager’s Guide to Virtual Teams, A
Yael Zofi
978-0-8144-1659-4 / HC / $27.95

Manager’s Pocket Calculator, The
A Quick Guide to Essential
Business Formulas and Ratios
Michael C. Thomsett
978-0-8144-1635-8 / PB/ $18.95

Manager’s Question

and Answer Book, The”*
Florence M. Stone
978-0-8144-0758-5/ PB/ $17.95

Managing Crises

Before They Happen™
What Every Executive and Manager
Needs to Know about Crisis Management
lan I. Mitroff and Gus Anagnos
978-0-8144-7328-3/PB/$19.95

Managing Government Employees
How to Motivate Your People,
Deal with Difficult Issues,
and Achieve Tangible Results
Stewart Liff
978-0-8144-0887-2 / HC / $24.95

Managing Workplace Negativity
Gary S. Topchik
978-0-8144-0582-6 / HC / $21.95

Motivational Management™
Inspiring Your People for
Maximum Performance
Alexander Hiam
978-0-8144-7397-9/PB/ $18.95

Myself and Other

More Important Matters
Charles Handy
978-0-8144-0173-6 / HC / $25.00

New Manager’s Starter Kit, The*
Essential Tools for Doing the Job Right
Robert Crittendon
978-0-8144-7135-7 / PB/ $17.95

NEW MANAGER’S TOOL KIT, THE
21 Things You Need to Know
to Hit the Ground Running
Don Grimme and Sheryl Grimme
978-0-8144-1306-7 / PB/ $16.95

New Supervisor’s

Survival Manual, The
William A. Salmon
978-0-8144-7027-5/ PB / $18.95

One Foot Out the Door
How to Combat the Psychological
Recession That's Alienating Employees
and Hurting American Business
Judith M. Bardwick
978-0-8144-8058-8 / HC / $24.95

Organizational Change Challenge:
Facilitator’s Kit
Center for Applied Research
978-0-8144-1258-9 / HC / $49.95

Performance Appraisal Question
and Answer Book, The

A Survival Guide for Managers

Dick Grote

978-0-8144-7151-7 /PB/$17.95

Power of Strategic Commitment, The
Achieving Extraordinary Results Through
Total Alignment and Engagement
Josh Leibner, Gershon Mader
and Alan Weiss
978-0-8144-1374-6 / HC / $29.95

*For P.O.D. (Print on Demand) titles, please contact your distributor for information



Productive

Performance Appraisals
SECOND EDITION
Paul Falcone and Randi T. Sachs
978-0-8144-7422-8 / PB/ $10.00

QUICK EMOTIONAL INTELLIGENCE
ACTIVITIES FOR BUSY MANAGERS
50 Team Exercises That
Get Results in Just 15 Minutes
Adele B. Lynn
978-0-8144-0895-7 / PB/ $17.95

Quick Meeting Openers
for Busy Managers
More Than 50 Icebreakers,
Energizers, and Other Creative
Activities That Get Results
Brian Cole Miller
978-0-8144-0933-6/ PB/ $17.95

Relational Enterprise, The
Moving Beyond CRM to Maximize
All Your Business Relationships
Kenneth Carlton Cooper
978-0-8144-0669-4 / HC / $29.95

Resolving Conflicts on the Job
Bill Withers and Jerry Wisinski
978-0-8144-7413-6 / PB/ $12.95

Rookie Manager, The*
A Guide to Surviving Your
First Year in Management
Joseph T. Straub
978-0-8144-0984-8 / PB / $15.00

Safe Place for Dangerous Truths, A
Using Dialogue to Overcome
Fear & Distrust at Work
Annette Simmons
978-0-8144-7417-4/PB/ $19.95

Seeds of Innovation, The*
Cultivating the Synergy
That Fosters New Ideas
Elaine Dundon
978-0-8144-1571-9/PB / $24.95

Seeing Is Believing®
How the New Art of Visual Management
Can Boost Performance Throughout
Your Organization
Stewart Liff and Pamela A. Posey
978-0-8144-0035-7 / PB/ $29.95

Shortcuts for Smart Managers
Checklists, Worksheets, and Action Plans
for Managers with No Time to Waste
Lisa Davis
978-0-8144-0432-4 / HC / $24.95

Spiral Up
and Other Management Secrets
Behind Wildly Successful Initiatives
Jane C. Linder
978-0-8144-0917-6 / HC / $24.95

Survival Guide to Managing
Employees from Hell, A
Handling Idiots, Whiners, Slackers,
and Other Workplace Demons
Gini Graham Scott
978-0-8144-7408-2 / PB/ $15.00

Territorial Games™
Understanding and Ending
Turf Wars at Work
Annette Simmons
978-0-8144-7410-5/PB/$19.95

Value Driven Management™
How to Create and Maximize Value
Over Time for Organizational Success
Randolph A. Pohlman, Gareth S. Gardiner
and Ellen M. Heffes
978-0-8144-1714-0/PB/$19.95

Voices of Diversity*
Real People Talk About Problems
and Solutions in a Workplace
Where Everyone Is Not Alike
Renee Blank and Sandra Slipp
978-0-8144-1708-9/PB/ $18.95

What Every Manager Needs to
Know About Sexual Harassment*
Darlene Orlov and Michael T. Roumell

978-0-8144-7350-4 / PB / $19.95

What Every New Manager
Needs to Know™
Making a Successful
Transition to Management
Gerard H. Gaynor
978-0-8144-7179-1/PB/ $17.95

Why Some Companies Emerge
Stronger and Better from a Crisis™
7 Essential Lessons for Surviving Disaster
lan 1. Mitroff
978-0-8144-1327-2 / PB/ $24.95

You've Gotta Have Heart
Achieving Purpose Beyond Profit
in the Social Sector
Cass Wheeler
978-0-8144-0990-9 / HC / $24.95

I
MANUFACTURING

Going Lean
How the Best Companies Apply
Lean Manufacturing Principles to
Shatter Uncertainty, Drive Innovation,
and Maximize Profits
Stephen A. Ruffa
978-0-8144-1057-8 / HC / $27.95

Going Lean Fieldbook, The
A Practical Guide to Lean Transformation
and Sustainable Success
Stephen A. Ruffa
978-0-8144-1558-0/ HC / $27.95

Kanban Made Simple*
Demystifying and Applying Toyota’s
Legendary Manufacturing Process
John M. Gross and Kenneth R. Mcinnis
978-0-8144-1329-6 / PB/ $29.95

Lean Machine, The
How Harley-Davidson Drove Top-Line
Growth and Profitability with Revolu-
tionary Lean Product Development
Dantar P. Oosterwal
978-0-8144-1378-4 / HC / $27.95

TITLES IN RED ARE OUR BESTSELLERS

COMPLETE BACKLIST

Lean Manufacturing That Works
Powerful Tools for Dramatically Redu-
cing Waste and Maximizing Profits
Bill Carreira
978-0-8144-7237-8 / HC / $27.95

Lean Six Sigma That Works
A Powerful Action Plan for Dramatically
Improving Quality, Increasing Speed,
and Reducing Waste
Bill Carreira and Bill Trudell
978-0-8144-7347-4 / PB/ $21.95

Visual Systems™
Harnessing the Power
of a Visual Workplace
Gwendolyn D. Galsworth
978-0-8144-7459-4 / PB / $55.00

I
MARKETING,
ADVERTISING & PR

According to Kotler
The World’s Foremost Authority on
Marketing Answers Your Questions
Philip Kotler
978-0-8144-7295-8 / PB/ $17.95

Age Curve, The
How to Profit from the
Coming Demographic Storm
Kenneth W. Gronbach
978-0-8144-1794-2 / PB/ $19.95

All Customers Are Irrational
Understanding What They Think,
What They Feel, and What Keeps
Them Coming Back
William J. Cusick
978-0-8144-1421-7 / HC/ $24.95

AMA Handbook of Public
Relations, The
Robert L. Dilenschneider
978-0-8144-1525-2 / HC / $35.00

BE A NETWORK MARKETING
SUPERSTAR
The One Book You Need to Make More
Money Than You Ever Thought Possible
Mary Christensen and Wayne Christensen
978-0-8144-7431-0/ PB/ $15.00

BE A PARTY PLAN SUPERSTAR
Build a $100,000-a-Year
Direct Selling Business from Home
Mary Christensen
978-0-8144-1651-8 / PB/ $17.95

BE A RECRUITING SUPERSTAR
The Fast Track to
Network Marketing Millions
Mary Christensen
978-0-8144-0163-7 / PB/ $16.00

Beyond Buzz*
The Next Generation of
Word-of-Mouth Marketing
Lois Kelly
978-0-8144-1675-4 / PB/ $19.95
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BOOM
Marketing to the Ultimate Power Consumer
— The Baby-Boomer Woman
Mary Brown and Carol Orsborn
978-0-8144-7390-0/ HC / $24.00

Brain Tattoos™
Creating Unique Brands That
Stick in Your Customers’ Minds
Karen Post
978-0-8144-7234-7 | PB/ $17.95

Brand Aid
An Easy Reference Guide to Solving
Your Toughest Branding Problems and
Strengthening Your Market Position
Brad VanAuken
978-0-8144-0681-6 / HC / $24.95

Branding Unbound™*
The Future of Advertising, Sales, and the
Brand Experience in the Wireless Age
Rick Mathieson
978-0-8144-1608-2 / PB / $24.95

Breakthrough!
A 7-Step System for Developing
Unexpected and Profitable Ideas
Paul Kurnit and Steve Lance
978-0-8144-1562-7 / HC / $22.95

Defending the Brand
Aggressive Strategies for Protecting
Your Brand in the Online Arena
Brian H. Murray
978-0-8144-0754-7 / HC / $27.95

Digital Engagement
Internet Marketing That Captures Custo-
mers and Builds Intense Brand Loyalty
Leland Harden and Bob Heyman
978-0-8144-1072-1/PB/ $24.00

Don’t Think Pink
What Really Makes Women Buy —
and How to Increase Your Share
of This Crucial Market
Lisa Johnson and Andrea Learned
978-0-8144-0815-5/HC / $23.00

Effective E-Mail Marketing
The Complete Guide to Creating
Successful Campaigns
Herschell Gordon Lewis
978-0-8144-7147-0/ PB/ $24.95

Experience Effect, The
Engage Your Customers with a Consistent
and Memorable Brand Experience
Jim Joseph
978-0-8144-1554-2 | HC / $24.95

GET CLIENTS NOW!™
A 28-Day Marketing Program for Profes-
sionals, Consultants, and Coaches
SECOND EDITION
C. J. Hayden
978-0-8144-7374-0/PB/ $19.95

Loyalty Advantage, The*
Essential Steps to Energize Your
Company, Your Customers, Your Brand
Dianne Michonski Durkin
978-0-8144-1577-1/PB/ $24.95
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Managing Channels of Distribution
The Marketing Executive’s Complete Guide
Kenneth Rolnicki
978-0-8144-0335-8 / HC / $65.00

Marketing by the Numbers
How to Measure and Improve
the ROI of Any Campaign
Leland Harden and Bob Heyman
978-0-8144-1620-4 / HC / $27.95

Marketing Plan, The
How to Prepare and Implement It
FOURTH EDITION
William M. Luther
978-0-8144-1693-8 / PB/ $21.95

On-Demand Brand, The
10 Rules for Digital Marketing Success
in an Anytime, Everywhere World
Rick Mathieson
978-0-8144-1572-6 / HC / $24.95

Pricing for Profit
How to Command Higher Prices
for Your Products and Services
Dale Furtwengler
978-0-8144-1517-7 / HC / $24.95

Rainmaker’s Toolkit, The
Power Strategies for Finding, Keeping,
and Growing Profitable Clients
Harry Mills
978-0-8144-7216-3 / HC / $22.00

Secrets of the Marketing Masters
What the Best Marketers Do —
And Why It Works
Dick Martin
978-0-8144-0943-5 / HC / $24.00

Secrets of Word-of-Mouth
Marketing, The
How to Trigger Exponential Sales Through
Runaway Word of Mouth
SECOND EDITION
George Silverman
978-0-8144-1668-6/PB/ $17.95

Trust or Consequences™
Build Trust Today or
Lose Your Market Tomorrow
Al Golin
978-0-8144-7388-7 / PB / $24.00

Truth
The New Rules for Marketing
in a Skeptical World
Lynn B. Upshaw
978-0-8144-7376-4 / HC / $24.95

WEB COPY THAT SELLS
The Revolutionary Formula for
Creating Killer Copy That Grabs Their
Attention and Compels Them to Buy
SECOND EDITION
Maria Veloso
978-0-8144-1304-3/PB/ $21.95

World Famous
How to Give Your Business
a Kick-Ass Brand Identity
David Tyreman
978-0-8144-0934-3/PB/$17.95

I
NEGOTIATION
& PERSUASION

Anatomy of Persuasion, The*
How to Persuade Others To Act on
Your |deas, Accept Your Proposals,
Buy Your Products or Services, Hire You,
Promote You, and More!
Norbert Aubuchon
978-0-8144-0936-7 / PB/ $17.95

Artful Persuasion
How to Command Attention,
Change Minds, and Influence People
Harry Mills
978-0-8144-7063-3/PB/$17.95

Black Belt Negotiating
Become a Master Negotiator Using
Powerful Lessons from the Martial Arts
Michael Lee and Sensei Grant Tabuchi
978-0-8144-7461-7 / PB/ $15.00

Elements of Influence
The Art of Getting Others
to Follow Your Lead
Terry R. Bacon
978-0-8144-1732-4 / HC / $26.00

How to Become a Better Negotiator
SECOND EDITION
Richard A. Luecke and James G. Patterson
978-0-8144-0047-0/ PB/ $12.00

How to Negotiate Anything
with Anyone Anywhere
Around the World

THIRD EDITION

Frank L. Acuff

978-0-8144-8066-3 / PB/ $21.95

Maximum Influence
The 12 Universal Laws
of Power Persuasion
Kurt W. Mortensen
978-0-8144-7258-3/ PB/ $17.95

Negotiation Toolkit, The
How to Get Exactly What You Want in
Any Business or Personal Situation
Roger J. Volkema
978-0-8144-8008-3/ PB/ $18.95

Persuasion 1Q
The 10 Skills You Need to
Get Exactly What You Want
Kurt W. Mortensen
978-0-8144-0993-0/ HC / $21.95

StreetSmart Negotiator, The*
How to Outwit, Outmaneuver,
and Outlast Your Opponents
Harry Mills
978-0-8144-7198-2 / PB/ $15.00

*For P.O.D. (Print on Demand) titles, please contact your distributor for information



——
PREGNANCY,
PARENTING &
CHILDBIRTH

7 Steps to Raising

a Bilingual Child
Naomi Steiner and Susan L. Hayes
978-0-8144-0046-3/ PB/ $14.95

ABCs of Breastfeeding, The
Everything a Mom Needs to Know
for a Happy Nursing Experience
Stacey H. Rubin
978-0-8144-8057-1/PB/$14.95

ADD/ADHD DRUG FREE
Natural Alternatives and Practical
Exercises to Help Your Child Focus
Frank Jacobelli and Lynn A. Watson
978-0-8144-0094-4 / PB / $15.00

Baby on Board
Becoming a Mother without Losing
Yourself—A Guide for Moms-to-Be
Joelle Jay and Amy Kovarick
978-0-8144-0907-7 / PB/ $17.95

Baby Read-Aloud Basics
Fun and Interactive Ways to Help Your
Little One Discover the World of Words
Caroline J. Blakemore and
Barbara Weston Ramirez
978-0-8144-7358-0/PB / $15.00

Discipline Miracle, The
The Clinically Proven System for Raising
Happy, Healthy, and Well-Behaved Kids
Dr. Linda Pearson and L. A. Stamford
978-0-8144-7297-2/ PB/ $14.95

Generation Text
Raising Well-Adjusted Kids
in an Age of Instant Everything
Dr. Michael Osit
978-0-8144-0932-9 / HC / $22.00

It Gets Easier! . . . And Other Lies
We Tell New Mothers

A Fun, Practical Guide

to Becoming a Mom

Claudine Wolk

978-0-8144-1502-3 / PB / $14.00

Kids Who Think Outside the Box
Helping Your Unique Child
Thrive in a Cookie-Cutter World
Stephanie Lerner
978-0-8144-7275-0/PB / $15.00

Moments and Milestones
Pregnancy Journal

A Week-by-Week Companion

Jennifer Leigh Youngs and

Bettie B. Youngs

978-0-8144-7377-1 / Combbound / $19.95

Mommy Guilt*
Learn to Worry Less, Focus on What
Matters Most, and Raise Happier Kids
Julie Bort, Aviva Pflock and Devra Renner
978-0-8144-0870-4 / PB / $15.00

Overcoming School Anxiety
How to Help Your Child Deal With
Separation, Tests, Homework, Bullies,
Math Phobia, and Other Worries
Diane Peters Mayer
978-0-8144-7446-4 / PB/ $16.00

Parenting an Adult with

Disabilities or Special Needs
Everything You Need to Know to Plan
for and Protect Your Child’s Future
Peggy Lou Morgan
978-0-8144-0991-6/ PB/ $17.95

PARENTING BEYOND BELIEF
On Raising Ethical,
Caring Kids Without Religion
Dale McGowan
978-0-8144-7426-6 / PB/ $17.95

Parenting Your Complex Child
Become a Powerful Advocate for the
Autistic, Down Syndrome, PDD, Bipolar,
or Other Special-Needs Child
Peggy Lou Morgan
978-0-8144-7316-0/PB/ $16.95

RAISING FREETHINKERS
A Practical Guide for
Parenting Beyond Belief
Dale McGowan, Molleen Matsumura,
Amanda Metskas and Jan Devor
978-0-8144-1096-7 / PB/ $17.95

Raising Gifted Kids
Everything You Need to Know to
Help Your Exceptional Child Thrive
Dr. Barbara Klein
978-0-8144-7342-9/PB/ $16.95

STRESS-FREE POTTY TRAINING
A Commonsense Guide to Finding
the Right Approach for Your Child
Sara Au and Peter L. Stavinoha
978-0-8144-0162-0/PB/$12.95

Stress-Free Pregnancy Guide, The
A Doctor Tells You What to Really Expect
Carol Livoti, Dr. and Elizabeth Topp
978-0-8144-8055-7 / PB / $15.00

Strong Kids, Healthy Kids
The Revolutionary Program for
Increasing Your Child's Fitness
in 30 Minutes a Week
Fredrick Hahn
978-0-8144-0942-8 / HC / $21.95

Twin Sense
A Sanity-Saving Guide to Raising Twins —
From Pregnancy Through the First Year
Dagmara Scalise
978-0-8144-1066-0/ PB / $15.00

TITLES IN RED ARE OUR BESTSELLERS

COMPLETE BACKLIST

——
PERSONAL FINANCE
& INVESTING

Financial Bliss
A Couple’s Guide to Merging Money
Styles and Building a Rich Life Together
Bambi Holzer
978-0-8144-0885-8 / HC / $21.95

Informed Investor, The*®
A Hype-Free Guide to Constructing
a Sound Financial Portfolio
Frank Armstrong
978-0-8144-7250-7 / PB/ $17.95

Net Worth Workout, The
A Powerful Program for a
Lifetime of Financial Fitness
Susan Feitelberg
978-0-8144-7474-7 | PB/ $14.95

Stock Investor’s

Pocket Calculator, The
A Quick Guide to All the Formulas and
Ratios You Need to Invest Like a Pro
Michael C. Thomsett
978-0-8144-7460-0/PB/ $17.95

Winning with Options™
The Smart Way to Manage
Portfolio Risk and Maximize Profit
Michael C. Thomsett
978-0-8144-0033-3/PB/$19.95

I
PLANT &
FACILITIES

Complete Equipment-Leasing
Handbook, The*
A Deal Maker's Guide with Forms,
Checklists, and Worksheets
Richard M. Contino
978-0-8144-7379-5/PB / $55.00

Disaster Recovery Handbook, The
A Step-by-Step Plan to Ensure
Business Continuity and Protect Vital
Operations, Facilities, and Assets
SECOND EDITION
Michael Wallace and Lawrence Webber
978-0-8144-1613-6 / HC / $59.95

Facility Management
Handbook, The
THIRD EDITION
David G. Cotts, Kathy O. Roper,
and Richard P. Payant
978-0-8144-1380-7 / HC / $79.95

Facility Manager’s Emergency

Preparedness Handhook, The*
Bernard T. Lewis and Richard P. Payant
978-0-8144-7362-7 / PB/ $49.95
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Facility Manager’s Guide to
Finance and Budgeting, The*
David G. Cotts and Ed Rondeau
978-0-8144-0159-0/ PB / $39.95

Front Desk Security and Safety
An on-the-Job Guide to Handling
Emergencies, Threats, and
Unexpected Situations
Betty A. Kildow
978-0-8144-0826-1/ PB/ $15.95

Fundamentals of

Preventive Maintenance
John M. Gross
978-0-8144-7389-4 / PB / $39.95

Managing Time and Space

in the Modern Warehouse
With Ready-to-Use Forms,
Checklists, & Documentation
Ernst F. Bolten
978-0-8144-7956-8 / HC / $40.00
Short Discount

I
PRODUCT
DEVELOPMENT

Customer-Centered Products
Creating Successful Products through
Smart Requirements Management
vy F. Hooks and Kristin A. Farry
978-0-8144-0568-0 / HC / $35.00

Something Really New
Three Simple Steps to Creating
Truly Innovative Products
Denis J. Hauptly
978-0-8144-0032-6 / HC / $21.95

|
PROJECT
MANAGEMENT

101 Project Management
Problems and How to Solve Them
Practical Advice for Handling
Real-World Project Challenges
Tom Kendrick
978-0-8144-1557-3/PB/$19.95

AMA Handbook of Project
Management, The
THIRD EDITION
Paul C. Dinsmore and
Jeannette Cabanis-Brewin
978-0-8144-1542-9 / HC / $79.95
Short Discount

Blueprint for Project Recovery—A
Project Management Guide
The Complete Process for Getting
Derailed Projects Back on Track
Ronald B. Cagle
978-0-8144-0766-0/ HC / $59.95
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Communications Skills

for Project Managers
Michael Campbell
978-0-8144-1053-0/ HC / $24.95

Emotional Intelligence

for Project Managers
The People Skills You Need to
Achieve Outstanding Results
Anthony Mersino
978-0-8144-7416-7 / PB/ $19.95

Facilitating Project

Performance Improvement
A Practical Guide to Multi-Level Learning
Jerry Julian
978-0-8144-1532-0/ HC / $29.95

Identifying and Managing
Project Risk
Essential Tools for
Failure-Proofing Your Project
SECOND EDITION
Tom Kendrick
978-0-8144-1340-1 / HC/ $32.95

Improving Your Project
Management Skills
SECOND EDITION
Larry Richman, PMP
978-0-8144-1728-7 / PB/ $15.00

Little Black Book of
Project Management, The
THIRD EDITION
Michael C. Thomsett
978-0-8144-1529-0/ PB/ $16.00

Maximizing Project Value
Defining, Managing, and
Measuring for Optimal Return
Jeff Berman
978-0-8144-7382-5/PB/ $19.95

Preparing for the Project
Management Professional (PMP®©)
Certification Exam

THIRD EDITION

Michael W. Newell

978-0-8144-0859-9 / PB / $29.95

Program Management

Office Advantage, The
A Powerful and Centralized Way for
Organizations to Manage Projects
Lia Tjahjana, Paul Dwyer
and Mohsin Habib
978-0-8144-1426-2 / HC / $34.95

Project Management
How to Plan and Manage
Successful Projects
Joan Knutson and Ira Bitz
978-0-8144-5043-7 / HC / $59.95
Short Discount

Project Management Challenge:
Facilitator’s Kit
Center for Applied Research
978-0-8144-1252-7 / Looseleaf / $49.95

Project Management
Office Toolkit, The
Jolyon Hallows
978-0-8144-0663-2 / HC / $99.95
Short Discount

Project Management Question

and Answer Book, The
Michael W. Newell and Marina N. Grashina
978-0-8144-7164-7 / PB/ $17.95

Project Management Step-by-Step
Larry Richman
978-0-8144-7387-0/ PB/ $29.95

Project Management That Works
Real-World Advice on Communicating,
Problem-Solving, and Everything Else
You Need to Know to Get the Job Done
Rick A. Morris and
Brette McWhorter Sember
978-0-8144-0988-6 / HC / $24.95

Project Management Tool Kit, The
100 Tips and Techniques for
Getting the Job Done Right
SECOND EDITION
Tom Kendrick
978-0-8144-1476-7 / PB/ $19.95

Rescue the Problem Project
A Complete Guide to Identifying,
Preventing, and Recovering
from Project Failure
Todd C. Williams
978-0-8144-1682-2 / HC / $32.95

Succeeding in the Project
Management Jungle
How to Manage the
People Side of Projects
Doug Russell
978-0-8144-1615-0/PB/$19.95

Survival Guide for

Project Managers, A
SECOND EDITION
James Taylor
978-0-8144-0877-3/ PB/ $19.95

Winning in Business with
Enterprise Project Management™
Paul C. Dinsmore
978-0-8144-1094-3 / PB / $29.95

Your Successful Project
Management Career
Ronald B. Cagle
978-0-8144-0824-7 / PB/ $17.95

——
PURCHASING AND
SUPPLY CHAIN

Collaborative Planning,
Forecasting, and Replenishment
How to Create a Supply Chain Advantage
Dirk Seifert
978-0-8144-7182-1/ HC / $44.95

*For P.O.D. (Print on Demand) titles, please contact your distributor for information



Essentials of Inventory Management
Max Muller
SECOND EDITION
978-0-8144-1655-6 / HC / $39.95

Extending the Supply Chain
How Cutting-Edge Companies Bridge the
Critical Last Mile into Customers’ Homes
Kenneth Karel Boyer, Markham T. Frohlich
and G. Tomas M. Hult
978-0-8144-0836-0/ HC / $34.95

Incredible Payback, The*
Innovative Sourcing Solutions That
Deliver Extraordinary Results
Dave Nelson, Patricia E. Moody
and Jonathan R. Stegner
978-0-8144-1702-7 / PB/ $29.95

New Directions in

Supply-Chain Management
Technology, Strategy, and Implementation
Tonya Boone and Ram Ganeshan
978-0-8144-0637-3 / HC / $99.95

Sourcing Solution, The®
A Step-by-Step Guide to Creating a
Successful Purchasing Program
Larry Paquette
978-0-8144-0038-8 / PB / $29.95

Supply Chain Cost
Management, The*
The AIM & DRIVE Process for
Achieving Extraordinary Results
Jimmy Anklesaria
978-0-8144-1742-3/ PB/ $34.95

Supply Chain Imperative, The
How to Ensure Ethical Behavior
in Your Global Suppliers
Dale Neef
978-0-8144-0783-7 / HC / $32.95

Supply Chain Management Guide
to Business Continuity, A

Betty A. Kildow

978-0-8144-1645-7 / HC / $35.00

Supply-Based Advantage, The
How to Link Suppliers to Your
Organization’s Corporate Strategy
Stephen C. Rogers
978-0-8144-0155-2 / HC / $39.95

|
QUALITY
MANAGEMENT

| Know It When | See It*
A Modern Fable About Quality
John Guaspari
978-0-8144-7393-1/PB/$9.95

Power of Business Process
Improvement, The
10 Simple Steps to Increase Effective-
ness, Efficiency, and Adaptability
Susan Page
978-0-8144-1478-1/HC/ $32.95

Power of Ultimate

Six Sigma™, The
Keki Bhote’s Proven System for
Moving Beyond Quality Excellence
to Total Business Excellence
Keki Bhote
978-0-8144-0759-2 / HC / $29.95

Ultimate Six Sigma, The
Beyond Quality Excellence
Keki Bhote
978-0-8144-0677-9/ HC / $75.00
Short Discount

World Class Quality
Using Design of Experiments
to Make It Happen
Keki Bhote and Adi Bhote
978-0-8144-0427-0/ HC / $47.50

World Class Reliability
Using Multiple Environment
Overstress Tests to Make it Happen
Keki Bhote and Adi Bhote
978-0-8144-0792-9/ HC / $39.95

——
REAL ESTATE

Are You Dumb Enough to Be Rich?
The Amazingly Simple Way to
Make Millions in Real Estate
SECOND EDITION
G. William Barnett
978-0-8144-7403-7 / PB/ $18.95

Commercial Mortgages 101
Everything You Need to Know to Create
a Winning Loan Request Package
Michael Reinhard
978-0-8144-1507-8 / PB/ $21.95

Complete Guide to Investing
in Foreclosures, The
Steve Berges
978-0-8144-7288-0/ PB/ $17.95

Consultative Real Estate
Agent, The
Building Relationships That
Create Loyal Clients, Get More
Referrals, and Increase Your Sales
Kelle Sparta
978-0-8144-7321-4/PB/$17.95

Decoding the New

Mortgage Market
Insider Secrets for Getting the Best
Loan Without Getting Ripped Off
David Reed
978-0-8144-1400-2 / PB/ $17.95

Everything You Need to Know
Before Buying a Co-op,Condo,
or Townhouse

Ken Roth

978-0-8144-7325-2 / PB/ $18.95

Financing Your Condo, Co-Op,
or Townhouse

David Reed

978-0-8144-8062-5/ PB / $18.95

TITLES IN RED ARE OUR BESTSELLERS

COMPLETE BACKLIST

Home Buyer’s Question

and Answer Book, The
Bridget McCrea
978-0-8144-7236-1/ PB/ $16.95

Home Makeovers That Sell
Quick and Easy Ways to
Get the Highest Possible Price
Sid Davis
978-0-8144-7373-3/PB/ $15.00

Home Staging That Works
Sell Your Home in
Less Time for More Money
Starr C. Osborne
978-0-8144-1522-1/PB/ $18.95

Landlord’s Financial Tool Kit, The
Michael C. Thomsett
978-0-8144-7235-4/ PB/ $18.95

Mortgage Confidential
What You Need to Know That
Your Lender Won't Tell You
SECOND EDITION
David Reed
978-0-8144-1543-6/ PB/ $17.95

Mortgages 101
Quick Answers to Over 250 Critical
Questions About Your Home Loan
SECOND EDITION
David Reed
978-0-8144-0166-8 / PB/ $16.95

Property Management Tool Kit, The
Mike Beirne
978-0-8144-7351-1/PB/$19.95

Real Estate Agent’s

Business Planner, The*
Practical Strategies for
Maximizing Your Success
Bridget McCrea
978-0-8144-0846-9 / PB/ $19.95

Real Estate Agent’s

Guide to FSBOs, The*
Make Big Money Prospecting
For Sale By Owner Properties
John Maloof
978-0-8144-0043-2 / PB/ $19.95

Real Estate Investing Made Simple
A Commonsense Approach
to Building Wealth
M. Anthony Carr
978-0-8144-7246-0/PB/$17.95

Real Estate Investor’s
Guide to Financing, The
Insider Advice for Making
the Most Money on Every Deal
David Reed
978-0-8144-8061-8/PB/$17.95

Real Estate Investor’s

Pocket Calculator, The
Simple Ways to Compute Cashflow,
Value, Return, and Other Key
Financial Measurements
Michael C. Thomsett
978-0-8144-7296-5/PB / $17.95
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Real Estate Presentations
That Make Millions

Jim Remley

978-0-8144-7401-3 / PB/ $18.95

Saving the Deal
How to Avoid Financing Fiascoes
and Other Real Estate Deal Killers
Tracey Rumsey
978-0-8144-0030-2/PB/$17.95

Stop Foreclosure Now
The Complete Guide to Saving
Your Home and Your Credit
Lloyd Segal
978-0-8144-1330-2/PB/ $19.95

Survival Guide for Buying a Home, A
SECOND EDITION
Sid Davis
978-0-8144-1425-5/PB/ $17.95

Survival Guide to Selling a Home, A
Sid Davis
9780-8144-7274-3/ PB/ $15.00

Your Guide to VA Loans
How to Cut Through The Red Tape
and Get Your Dream Home Fast
David Reed
978-0-8144-7435-8/PB/ $17.95

Your Successful Career

as a Mortgage Broker
David Reed
978-0-8144-7370-2/ PB/$18.95

Your Successful

Real Estate Career
FIFTH EDITION
Kenneth W. Edwards
978-0-8144-7319-1/PB/$18.95

I
SALES

ACCIDENTAL SALESPERSON, THE
How to Take Control of Your
Sales Career and Earn the Respect
and Income You Deserve
Chris Lytle
978-0-8144-7083-1/PB/$17.95

Building a Winning Sales Force
Powerful Strategies for
Driving High Performance
Andris A. Zoltners Prabhakant Sinha
and Sally E. Lorimer
978-0-8144-1040-0/ HC / $34.95

Buying Styles
Simple Lessons in Selling
the Way Your Customers Buys
Michael Wilkinson, Richard Smith, Tierah
Chorba and Lynn Sokler
978-0-8144-1527-6 / HC / $19.95
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Compensating New Sales Roles
How to Design Rewards That Work
in Today's Selling Environment
SECOND EDITION
Jerome A. Colletti and Mary S. Fiss
978-0-8144-7106-7 / HC / $79.95
Short Discount

Complete Guide to Accelerating
Sales Force Performance, The*
Andris A. Zoltners, Prabhakant Sinha and
Greggor A. Zoltners
978-0-8144-2014-0/ PB / $59.95

Complete Guide to Sales Force
Incentive Compensation, The
How to Design and
Implement Plans That Work
Andris A. Zoltners, Prabhakant Sinha
and Sally E. Lorimer
978-0-8144-7324-5/ HC / $65.00

Consultative Selling
The Hanan Formula for
High-Margin Sales at High Levels
EIGHTH EDITION
Mack Hanan
978-0-8144-1617-4 / HC / $29.95

From Selling to Managing™
Guidelines for the
First-Time Sales Manager
Ronald Brown
978-0-8144-7380-1/PB/ $18.95

Fundamentals of Sales

Management for the Newly

Appointed Sales Manager
Matthew Schwartz
978-0-8144-0873-5/PB/ $18.95

Giants of Sales, The*®
What Dale Carnegie, John Patterson,
Elmer Wheeler, and Joe Girard Can
Teach You About Real Sales Success
Tom Sant
978-0-8144-1598-6 / PB/ $19.95

How to Mind-Read

Your Customers™
Using Insights from Psychology to
Increase Sales and Develop Better
Business Relationships
David P. Snyder
978-0-8144-0599-4 / PB/ $17.95

Key to the C-Suite, The
What You Need to Know to Sell
Successfully to Top Executives
Michael J. Nick
978-0-8144-1730-0/HC / $22.00

Knock Your Socks Off Prospecting
How to Cold Call, Get Qualified Leads,
and Make More Money
William “Skip” Miller and Ron Zemke
978-0-8144-7285-9/PB/ $16.95

Knock Your Socks Off Selling
Jeffrey Gitomer and Ron Zemke
978-0-8144-7030-5/PB/ $17.95

More ProActive Sales Management

Avoid the Mistakes Even Great
Sales Managers Make —

And Get Extraordinary Results
William “Skip” Miller
978-0-8144-1090-5/HC/ $21.95

ProActive Sales Management
How to Lead, Motivate, and
Stay Ahead of the Game
SECOND EDITION
William “Skip™ Miller
978-0-8144-1456-9 / HC / $24.95

ProActive Selling
Control the Process — Win the Sale
William “Skip” Miller
978-0-8144-0764-6 / PB/ $17.95

QUESTIONS THAT SELL
The Powerful Process for Discovering
What Your Customer Really Wants
Paul Cherry
978-0-8144-7339-9/PB/ $16.95

Red-Hot Cold Call Selling
Prospecting Techniques
That Really Pay Off
SECOND EDITION
Paul S. Goldner
978-0-8144-7348-1/PB/$17.95

Red-Hot Selling
Power Techniques That Win
Even the Toughest Sale
Paul S. Goldner
978-0-8144-7353-5/PB /

Sales Compensation
Handbook, The*
SECOND EDITION
Stockton B. Colt
978-0-8144-1713-3/ PB/ $49.95

Sales Manager’s

Success Manual, The
Wayne M. Thomas
978-0-8144-8050-2 / HC / $24.95

Sales Scripts That Sell
SECOND EDITION
Michael Gamble and Teri Gamble
978-0-8144-7421-1/PB/ $16.95

Science of Sales Success, The*
A Proven System for High-Profit,
Repeatable Results
Josh Costell
978-0-8144-1599-3/PB/ $24.95

Secrets of Great Sales

Management, The*
Advanced Strategies for
Maximizing Performance
Robert A. Simpkins
978-0-8144-1593-1/PB / $24.95

SELLING TO ANYONE

OVER THE PHONE
SECOND EDITION
Renee P. Walkup and Sandra McKee
978-0-8144-1483-5/PB/$17.95

*For P.O.D. (Print on Demand) titles, please contact your distributor for information



Selling to Major Accounts™
Tools, Techniques, and Practical
Solutions for the Sales Manager
Terry R. Bacon
978-0-8144-1011-0/PB/ $49.95

Selling to The New Elite
Discover the Secret to Winning Over
Your Wealthiest Prospects
James Taylor, Stephen Kraus
and Doug Harrison
978-0-8144-1653-2 / HC / $27.95

SLOW DOWN, SELL FASTER!
Understand Your Customer’s Buying
Process and Maximize Your Sales
Kevin Davis
978-0-8144-1685-3/ PB/$18.95

SMART SELLING ON THE
PHONE AND ONLINE
Inside Sales That Gets Results
Josiane Chriqui Feigon
978-0-8144-1465-1/PB/ $17.95

Successful Cold Call Selling
Over 100 New Ideas, Scripts,
and Examples From the Nation'’s
Foremost Sales Trainer
Lee Boyan
978-0-8144-7718-2/ PB/ $17.95

Successful Local Broadcast Sales
Paul Weyland
978-0-8144-8053-3 / HC / $24.95

Zero-Turnover Sales Force, The
How to Maximize Revenue by
Keeping Your Sales Team Intact
Doug McLeod
978-0-8144-1560-3 / HC / $24.95

I
SCIENCE &
TECHNOLOGY

ABSOLUTELY SMALL
How Quantum Theory
Explains Our Everyday World
Michael D. Fayer
978-0-8144-1488-0/ HC / $24.00

Brain Sense
The Science of the Senses and
How We Process the World Around Us
Faith Hickman Brynie
978-0-8144-1324-1 / HC / $24.00

Food Fray
Inside the Controversy over
Genetically Modified Food
Lisa H. Weasel
978-0-8144-0164-4 / HC / $23.00

Geeks of War, The
The Secretive Labs and Brilliant Minds
Behind Tomorrow’s Warfare Technologies
John Edwards
978-0-8144-0852-0/ HC / $24.00

Microbe
Are We Ready for the Next Plague?
Alan Zelicoff, MD and Michael Bellomo
978-0-8144-0865-0/ HC / $23.00

Nanocosm
Nanotechnology and the Big Changes
Coming from the Inconceivably Small
William lllsey Atkinson
978-0-8144-7277-4/PB/ $17.95

I
SELF-HELP

30 Days to a More
Powerful Memory
Gini Graham Scott
978-0-8144-7445-7 / PB/ $14.95

Boys and Their Toys
Understanding Men by Understanding
Their Relationship with Gadgets
Bill Adler
978-0-8144-7344-3 / HC / $19.95

Life in Balance, A
Nourishing the Four Roots
of True Happiness
Dr. Kathleen Hall
978-0-8144-7334-4 | HC / $21.95

POWER OF CHARM, THE
How to Win Anyone Over in Any Situation
Brian Tracy and Ron Arden
978-0-8144-7357-3 / HC / $15.00

Warrior Mind, The
Ancient Wisdom from the Martial Arts
for Living a More Powerful Life
Sharon Lindenburger and Jim Pritchard
978-0-8144-7303-0/PB/ $14.95

What Smart Couples Know
The Secret to a Happy Relationship
Patricia Covalt
978-0-8144-0921-3/HC/ $19.95

I
SMALL BUSINESS &
ENTREPRENEURSHIP

6 Secrets to Startup Success
How to Turn Your Entrepreneurial
Passion into a Thriving Business
John Bradberry
978-0-8144-1606-8 / HC / $21.95

Accidental Entrepreneur, The*
The 50 Things | Wish Someone Had
Told Me About Starting a Business
Susan Urquhart-Brown
978-0-8144-0167-5/PB/ $17.95

Girls’ Guide to Building a

Million-Dollar Business, The
Susan Wilson Solovic
978-0-8144-7419-8/ HC/ $21.95

TITLES IN RED ARE OUR BESTSELLERS

COMPLETE BACKLIST

I've Seen a Lot of Famous
People Naked, and They've
Got Nothing on You!

Business Secrets from the Ultimate

Street-Smart Entrepreneur

Jake Steinfeld

978-0-8144-0860-5/ HC / $21.95

Smart Financial Management*
The Essential Reference for the
Successful Small Business
William W. Sihler, Richard D. Crawford
and Henry A. Davis
978-0-8144-0789-9/PB / $29.95

Specialty Shop, The
How to Create Your Own Unique
and Profitable Retail Business
Dorothy Finell
978-0-8144-7442-6 / HC / $21.95

Technology Solutions

for Growing Businesses
Ramon Ray
978-0-8144-7220-0/ PB/ $29.95

Young Guns
The Fearless Entrepreneur’s
Guide to Chasing Your Dreams
and Breaking Out on Your Own
Robert Tuchman
978-0-8144-1070-7 / HC / $21.95

I
TEAMS

MORE QUICK TEAM-BUILDING
ACTIVITIES FOR BUSY MANAGERS
50 New Exercises That Get
Results in Just 15 Minutes
Brian Cole Miller
978-0-8144-7378-8/PB/$17.95

Nice Teams Finish Last
The Secret to Unleashing Your
Team's Maximum Potential
Brian Cole Miller
978-0-8144-1393-7/PB/ $17.95

QUICK TEAM-BUILDING
ACTIVITIES FOR BUSY MANAGERS
50 Exercises That Get
Results in Just 15 Minutes
Brian Cole Miller
978-0-8144-7201-9/PB/$17.95

Successful Team Building*
Thomas L. Quick
978-0-8144-7794-6 / PB/ $12.95

Team-Building Tool Kit, The
Tips and Tactics for
Effective Workplace Teams
SECOND EDITION
Deborah Mackin and
Deborah Harrington-Mackin
978-0-8144-7439-6 / PB/ $17.95
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COMPLETE BACKLIST

e EMOTIONAL

INTELLIGENCE
ACTIVITY BOOK
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Diversity %4
Training
Activity Book
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PERLA TR e LS TITELL

I
TRAINING

30-Second Encyclopedia of
Learning and Performance, The
A Trainer’s Guide to Theory,
Terminology, and Practice
David H. Miles
978-0-8144-7178-4/PB/$17.95

AMA Trainers’ Activity Book, The
A Selection of the Best Learning
Exercises from the World’s
Premiere Training Organization
Carolyn Nilson
978-0-8144-0814-8 / PB/ $39.95

Coaching Skill-Builder
Activity Pack, The*
lan Cunningham, Graham Dawes
and Ben Bennett
978-0-8144-7312-2 / PB / $59.95

Conflict and Communication
Activity Book, The
30 High-Impact Training Exercises
for Adult Learners
Bill Withers and Keami D. Lewis
978-0-8144-7167-8/ PB / $34.95

Corporate University
Handbook, The
Designing, Managing, and
Growing a Successful Program
Mark Allen
978-0-8144-0711-0/HC / $32.95

Creative Training ldea Book, The
Inspired Tips and Techniques for
Engaging and Effective Learning
Robert W. Lucas
978-0-8144-7465-5/PB / $39.95

Diversity Training Activity Book, The
50 Activities for Promoting
Communication and
Understanding at Work
Jonamay Lambert and Selma Myers
978-0-8144-1536-8 / PB / $34.95

e-Learning 2.0
Proven Practices and Emerging
Technologies to Achieve Real Results
Anita Rosen
978-0-8144-1678-5/PB/ $29.95

E-Learning Question and
Answer Book, The
A Survival Guide for Trainers
and Business Managers
Allan Henderson
978-0-8144-7169-2/ PB/ $19.95

E-Learning Revolution, The
How Technology Is Driving a
New Training Paradigm
Martyn Sloman
978-0-8144-7155-5/ HC / $24.95

36

Emotional Intelligence

Activity Book, The
50 Activities for Promoting EQ at Work
Adele B. Lynn
978-0-8144-7123-4/ PB/ $34.95

First-Time Trainer, The
A Step-by-Step Quick Guide for
Managers, Supervisors, and
New Training Professionals
SECOND EDITION
Tom W. Goad
978-0-8144-1559-7 / PB/ $18.95

How to Manage Training™
A Guide to Design and Delivery
High Performance
THIRD EDITION
Carolyn Nilson
978-0-8144-1098-1 / PB / $49.95

Instructional Design

for Action Learning
Geri McArdle
978-0-8144-1566-5/ PB / $34.95

Interpersonal Skills Toolkit, The
A Trainer’s Guide
Terry Gillen
978-0-8144-7124-1 / Looseleaf / $59.95
Short Discount

Laugh and Learn™
95 Ways to Use Humor for More
Effective Teaching and Training
Doni Tamblyn
978-0-8144-7415-0/PB/ $19.95

Leadership Training
Activity Book, The
50 Exercises for
Building Effective Leaders
Lois B. Hart and Charlotte S. Waisman
978-0-8144-7262-0/PB / $34.95

Performance Management
Activity Pack, The
Tools for Building Appraisal and
Performance Development Skills
Terry Gillen
978-0-8144-7436-5/ PB / $59.95

Presentation Skills Workshop, The

Helping People Create and
Deliver Great Presentations
Sherron Bienvenu
978-0-8144-7433-4/ PB / $35.00

Show Biz Training
Fun and Effective Training
Techniques from the Worlds
of Stage, Screen, and Song
Lenn Millbower
978-0-8144-7157-9/PB/ $34.95

Team Workout™
A Trainer's Sourcebook of 50 Team-
Building Games and Activities
Glenn Parker and Richard Kropp
978-0-8144-0042-5/ PB / $39.95

Team-Building Workshop, The*
A Trainer's Guide
Vivette Payne
978-0-8144-7079-4 / PB / $45.00

Trainer’s Handbook, The
The AMA Guide to Effective Training
Garry Mitchell
978-0-8144-0341-9/ HC / $75.00
Short Discount

Trainer’s Tool Kit, The
SECOND EDITION
Cy Charney and Kathy Conway
978-0-8144-7268-2 / PB/ $18.95

Training on Trial
How Workplace Learning Must
Reinvent Itself to Remain Relevant
James D. Kirkpatrick and
Wendy Kayser Kirkpatrick
978-0-8144-1464-4 | HC / $24.95

Turning Training into Learning
How to Design and Deliver
Programs That Get Results
Sheila W. Furjanic and Laurie A. Trotman
978-0-8144-0519-2 / PB/ $39.95

Understanding Action Learning™
Judy O’Neil and Victoria J. Marsick
978-0-8144-7395-5/ PB/ $29.00

What CEOs Expect

From Corporate Training™
Building Workplace Learning and
Performance Initiatives That Advance
Organizational Goals
William J. Rothwell, John Lindholm
and William G. Wallick
978-0-8144-1605-1 / PB/ $34.95

Working Longer
New Strategies for Managing, Training,
and Retaining Older Employees
William J. Rothwell, Harvey Sterns,
Diane Spokus and Joel Reaser
978-0-8144-7392-4 / PB/ $29.95

*For P.O.D. (Print on Demand) titles, please contact your distributor for information
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P.O. Number City/State/Zip
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Shipping Instructions Buyer Telephone
New TITLES (In catalog order, for your convenience )
Order List Order List
Number Title Price Quantity Number Title Price Quantity
2018-8 Cover to Cover $19.95
1799-7 The Job Search Solution $16.95
1671-6 It's Your Biz $22.95
1795-9 The Enemy of Engagement $25.95
2017-1 Why Boys Fail $15.95
1750-8 The Vigilant Investor $24.95
1775-1 2600 Phrases for Setting
Effective Performance Goals $11.95
1792-8 Quick Brainstorming
Activities for Busy Managers $18.95
1637-2 The 11 Laws of Likability $16.95
1715-7 Customer Service
Management Training 101 $24.00
1785-0 Persuasive Business Proposals $19.95
1755-3 Delivering Knock Your Socks Off Service ~ $18.95
1676-1 Brand Real $25.00
2009-6 High-Profit Selling $19.95
1699-0 Harvesting Intangible Assets $29.95
1738-6 Lead with Purpose $23.00
1773-7 The Power of Presence $22.00
1783-6 The First-Time Manager $17.95
2008-9 The Facilitator’s Fieldbook $45.00
1760-7 Administrative Assistant’s
and Secretary’s Handbook $34.95
1781-2 Results Without Authority $19.95
1767-6 Project Management for Small Business $21.95
1748-5 Fundamentals of Project Management $16.95
1777-5 Lean but Agile $45.00
1779-9 Field Tested $29.95
1771-3 Supply Chain Excellence $45.00
2026-3 Mastering Import & Export Management  $85.00

Prices higher in Canada.
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